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I.     INTRODUCTION 


A.  Purpose  of  the  Request  for  Proposal  -  The  purpose  of  the  RFP 
is  to  select  an  applicant  to  implement  the  objective 
delineated  the  MDDC  State  Plan  and  in  accordance  with  the 
requirements  contained  herein  and  in  the  project-specific 
RFP  Document. 

B.  Federal  Funding  for  the  Request  for  Proposal  -  In  its  annual 
plan  for  the  implementation  of  the  Developmental 
Disabilities  Program,  the  Administering  Agency  for 
Developmental  Disabilities  (AADD)  has  budgeted  a  specific 
amount  of  Federal  funds  for  activities  associated  with  the 
project.   Accordingly,  that  amount  will  constitute  the  limit 
on  any  subgrant  award(s).   However,  applicants  should,  when 
budgeting^.,  recognize  that  the  AADD  will  conduct  a  cost 
analysis  of  each  proposal  and  has  included  evaluation 
criteria  which  reward  the  ability  to  accomplish  program 
objectives  at  the  lowest  possible  cost. 

C.  Project  Funds  -  In  the  project-specific  RFP,  this  section 
specifies  the  maximum  amount  of  Federal  support  for  the 
Project.   DD  grant  funds  must  be  used  to  implement  the  grant 
activities  described  in  the  project-specific  RFP.   DD 
Project  funds  cannot  be  used  for  an  organization's  ongoing 
program  expenses,  including  personnel,  furniture  and 
equipment. 

D.  Matching  Requirement  -  All  applicants  must  provide  financial 
support  to  the  project  in  the  form  of  a  non-Federal  "match". 
The  match  can  be  cash  and/or  in-kind  by  the  grantee  and  a 
third  party.   Most  of  the  match  should  be  provided  by  the 
organization  receiving  DD  funds.   This  match  must  be 
documented  in  the  budget  section  of  the  proposal. 

A  25%  non-Federal  match  must  be  provided  by  the  recipient  of 
funds.   However,  if  an  applicant  organization  provides 
services  for  persons  in  urban  or  rural  poverty  areas,  as 
defined  by  the  U.S.  Census  Bureau,  it  may  provide  a  10% 
non-Federal  match.   An  applicant  which  uses  the  poverty 
match  rate  must  provide  the  Census  Tract  number  for  the 
area(s)  eligible  for  the  reduced  match.   Applicant 
organizations  are  allowed  to  and  encouraged  to  provide  more 
than  a  25%  or  10%  match.   No  application  will  be  penalized 
for  not  providing  higher  than  a  25%  or  10%  match. 

If  the  applicant  is  proposing  a  Statewide  project,  the 
matching  requirement  is  25%,  regardless  of  the  grantee's 
location  or  whether  some  urban  or  rural  poverty  areas  will 
be  targeted  for  specific  project  activities.   Please  contact 
the  AADD  with  any  questions  concerning  the  matching 
requirement  or  the  designation  of  an  area  as  urban  or  rural 
poverty. 
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Matching  funds  equal  the  percentage  of  the  total  project 
costs.   A  25%  match  is  calculated  by  allotting  one  (1) 
dollar  for  every  three  (3)  dollars  in  Federal  funds.   A  10% 
match  is  calculated  by  allotting  one  (1)  dollar  for  every 
(9)  nine  dollars  in  Federal  funds. 

E.  Target  Population  -  The  target  population  to  be  served  by 
the  grant  must  be  within  the  definition  of  developmental 
disabilities  in  Public  Law  101-496,  as  reflected  in  the 
Definition  section  of  this  document  (page  no.  7) .   Any 
further  qualifications  are  delineated  in  the  project- 
specific  RFP. 

F.  Eligible  Applicants  -  Before  grant  proposals  are  reviewed, 
each  proposal  will  be  screened  .both  to  verify  that  the.-, 
applicant  organization  is  an  eligible  applicant  as  specified 
in  the  RFP  and  that  it  complies  with  other  RFP  requirements, 
such  as  allowable  costs,  project  duration,  identified 
priority  area,  etc.   Applications  from  organizations  which 
are  ineligible  or  do  not  comply  with  mandatory  RFP 
requirements  will  not  be  considered  or  evaluated  in  the 
competitive  review  process.   The  applicant  organization  will 
be  informed  of  such  a  decision  in  writing  by  the  AADD  within 
ten  (10)  days  of  receipt  of  the  proposal. 

Only  agencies  or  organizations,  not  individuals,  are 
eligible  to  apply  for  funds.   If  applications  are  developed 
jointly  by  more  than  one  (1)  organization,  the  applicant 
must  identify  only  one  (1)  organization  as  the  lead 
organization  and  official  applicant.   The  other 
participating  organizations  can  be  included  as 
co-participants,  subgrantees,  and/or  subcontractors. 

G.  Review  Process  and  Funding  Decisions  -  Eligible  proposals 
that  are  submitted  by  the  deadline  and  comply  with  the 
mandatory  RFP  requirements  will  be  reviewed,  evaluated,  and 
scored  competitively  by  the  AADD  Grants  Review  Committee. 
The  evaluation  criteria  listed  in  the  RFP  will  be  utilized 
to  review,  evaluate  and  score  the  proposals.   The  results  of 
this  review  determines  who  is  awarded  DD  funds. 

All  decisions  made  by  the  AADD  which  pertain  to  the  award  of 
the  DD  grant  funds,  pursuant  to  the  RFP,  are  final. 
Applicants  who  are  denied  funding  may  request,  in  writing, 
information  pertaining  to  their  proposals  not  being  awarded 
funds.   The  AADD  will  debrief  the  applicant,  in  writing, 
concerning  the  reasons  the  proposal  was  not  funded. 

H.    Project  Duration  -  In  the  project-specific  RFP,  this  section 
specifies  the  maximum  length  of  time  for  the  project  period 
and  the  amount  of  time  for  which  Federal  funding  is 
available. 
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I.    Anticipated  Number  of  Projects  to  be  Funded  -  This  section 
specifies  the  number  of  projects  that  the  AADD  will  fund, 
pursuant  to  the  specific  RFP. 

J.    Official  Depository  -  The  Massachusetts  State  Library  is  the 
official  depository  for  all  State  agency  publications 
(including  RFPs  and  grantee  products)  pursuant  to  Chapter 
412  of  the  Acts  of  1984  (GLM  Chapter  6,  Section  39B) .   Eight 
(8)  copies  of  all  documents  produced  by  the  AADD  are  filed 
with  the  Library.   The  depository  program  includes  the 
Boston  Public  Library,  the  Library  at  the  University  of 
Massachusetts  at  Amherst,  the  Springfield  City  Library,  the 
Worcester  Public  Library  and  the  Library  of  Congress. 

K.    Independent  Evaluation  -  DD  funded  projects  must  provide  for 
an  independent -evaluation  of  activities.   The  AADD  reserves 
the  right  to  contract  out,  via  competitive  process,  for  the 
independent  evaluations  using  grant  funds  earmarked  for  this 
purpose. 

NOTE:      The  Conditions  of  Grant  Award  includes 

requirements  related  to  the  implementation  of 
Federal  DD  grant  activities,  and  therefore  will  be 
provided  to  the  grantee  as  a  separate  document. 
Its  "Costs"  section,  which  specifies  how  federal 
grant  funds  can  be  used,  is  provided  as  an 
attachment  to  this  document. 


II.   DEFINITIONS 

The  following  terms  will  be  used  throughout  the  RFP  and  will 
have  the  meanings  specified  below: 

1.  "Activity"  means  a  major  effort  which  must  be  undertaken  to 
accomplish  an  objective. 

2.  "Applicant (s) "  mean  the  respondent (s)  to  the  RFP. 

3.  "Competitive  Award"  means  funds  awarded  in  response  to  an 
open  solicitation  of  bids  or  proposals  from  the  general 
public  by  public  announcement  or  public  advertisement. 

4.  "Consultant"  means  an  individual  who  enters  into  a  service 
contract  with  the  Commonwealth  or  is  hired  by  a  private, 
nonprofit  organization  for  a  limited  period  of  time  to 
perform  specific  duties  and/or  develop  identifiable  products 
under  a  contract. 

5.  "(Primary)  Consumer"  means  a  person  who  has  a  developmental 
disability. 
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6.  "Consumer  representative"  or  "Secondary  Consumer"  means  a 
parent,  other  immediate  relative  or  guardian  of  a  person  who 
has  a  developmental  disability. 

7.  "Continuation  funding"  means  the  provision  of  additional 
funds  and  time  to  an  existing  project  in  a  noncompetitive 
fashion  for  the  purposes  of  carrying  out  and  completing 
additional  activities  and  tasks  necessary  to  fulfill  the 
objectives  as  established  by  the  MDDC. 

8.  "Contractor"  means  an  individual  or  public  or  private 
organization  who  enters  into  a  contractual  obligation  for 
the  purpose  of  providing  specific  products  or  services  in  a 
procurement  of  purchase  transaction. 

9.  "Developmental  disability"  means  a  severe  chronic  disability 
of  a  person  5  years  of  age  or  older  which  -- 

(a)  is  attributable  to  a  mental  or  physical  impairment  or 
combination  of  mental  and  physical  impairments; 

(b)  is  manifested  before  the  person  attains  age  twenty-two; 

(c)  is  likely  to  continue  indefinitely; 

(d)  results  in  substantial  functional  limitations  in  three 
or  more  of  the  following  areas  of  major  life  activity: 
(i)  self-care,  (ii)  receptive  and  expressive  language, 
(iii)  learning,  (iv)  mobility,  (v)  self-direction 

(vi)  capacity  for  independent  living,  and 
(vii)  economic  self-sufficiency;  and 

(e)  reflects  the  person's  need  for  a  combination  and 
sequence  of  special,  interdisciplinary,  or  generic 
care,  treatment,  or  other  services  which  are  lifelong 
or  of  an  extended  duration  and  are  individually  planned 
and  coordinated;  except  that  such  term,  when  applied  to 
infants  and  young  children  means  individual  from  birth 
to  age  5,  inclusive,  who  have  substantial  developmental 
delay  or  specific  congenital  or  acquired  conditions 
with  a  high  probability  of  resulting  in  developmental 
disabilities  if  services  are  not  provided. 

10.  "Direct  Cost"  means  an  expense  that  is  incurred  specifically 
to  implement  the  grant  agreement. 

11.  "Ethnic  and  Linguistic  Minorities"  means  a  person  or  group 
of  people  that  is  protected  under  the  Commonwealth  of 
Massachusetts'  affirmative  action  policy.   Specific  groups 
are: 

(a)  Asian  -  All  persons  having  origins  in  any  of  the 
original  peoples  of  the  Far  East,  Southeast  Asia,  the 
Indian  subcontinent  or  the  Pacific  Islands.   Areas 
include  China,  India,  Japan,  Korea,  the  Philippine 
Islands  and  Samoa; 

(b)  Black  -  All  persons  having  origins  in  any  of  the  Black 
racial  groups  of  Africa,  or  the  Cape  Verde  Islands; 

(c)  Hispanic  -  All  persons  of  Mexican,  Puerto  Rican,  Cuban, 
Central  or  South  American  or  other  Spanish  culture  or 
origin  regardless  of  race; 
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(d)  Native  American  or  Alaskan  Native  -  All  persons  having 
origins  in  any  of  the  original  peoples  of  North 
America,  who  maintain  cultural  identification  through 
tribal  affiliations  or  community  recognition;  and 

(e)  Portuguese  -  All  persons  having  origins  in  Portugal. 
This  latter  category  is  not  recognized  as  a  minority  by 
the  Commonwealth  of  Massachusetts,  but  is  classified  as 
such  by  the  MDDC. 

12.  "Federal  Priority  Areas"  means  community  living  activities, 
employment  activities,  child  development  activities,  and 
system  coordination  and  community  education. 

13.  "Goal"  means  a  general  statement  indicating  what  the  grantee 
will  accomplish  pursuant  to  this  RFP. 

14.  "Grantee"  means  the  applicant  who  receives  an  award  pursuant 
to  the  RFP. 

15.  "Indirect  Cost"  is  an  expense  incurred  for  a  common  or  joint 
purpose  which  benefits  more  than  one  cost  objective. 

16.  "Non-competitive"  award  means  funds  awarded  in  response  to 
an  application  solicited  from  a  particular  organization 
identified  in  the  approved  State  plan,  which  meets  all  the 
established  standards  and  criteria  for  approval. 

17.  "Nonprofit  institution"  is  defined  as  an  entity  that:   (a) 
operates  primarily  for  scientific,  educational,  service, 
charitable,  or  similar  purpose  in  the  public  interest; 

(b)  is  not  organized  primarily  for  profit;  (c)  uses  its  net 
proceeds  to  maintain,  improve  or  expand  its  operations;  and 

(d)  is  a  501(c) (3)  tax  exempt  organization  under  applicable 
provisions  to  the  Internal  Revenue  Service  (IRS) .   The  term 
includes  colleges  and  universities.   The  term  does  not 
include  hospitals  that  are  not  affiliated  with  a  college  or 
university. 

18.  "Objective"  means  a  specific,  measurable,  time-limited  step 
for  attaining  a  goal. 

19.  "Organization"  means  a  public  or  private  nonprofit  agency, 
including  State,  city,  local  and  local  education  agencies 
(LEAs) . 

20.  "Poverty  Area"  means  an  area  where  at  least  twenty  (20) 
percent  of  the  population  is  below  the  Federally  designated 
poverty  level. 

21.  "State"  means  the  Commonwealth  of  Massachusetts. 

22.  "State  Priority  Area"  means  a  priority  area  activity 
considered  essential  by  the  MDDC.  The  current  State 
priority  area  is  empowerment. 
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23.  "Subgrantee"  means  a  public  (State  or  local  unit  of 
government  and/or  agency)  or  private  nonprofit  organization 
receiving  a  grant  award  from  the  AADD  subject  to  the  same 
rules  and  regulations  that  govern  the  disbursement  of  funds 
under  Public  Law  101-496. 

24.  "Suspension"  means  an  action  by  the  AADD  which  temporarily 
interrupts  assistance  under  the  grant. 

25.  "Task"  means  a  specific  staff  responsibility  within  an 
activity  area. 

The  fact  that  these  definitions  may  not  correspond  to  those 
included  in  the  Code  of  Federal  Regulations  (CFR)  Sections  45  CFR 
7  4  and  4  5  CFR  92  should  not  be  construed  to  change  the 
applicability  of  those  parts  to  funds  awarded  by  the  AADD  under 
Public  Law  101-496.   These  definitions  are  adopted  for 
administrative  convenience  only  in  describing  the  relationships 
between  the  AADD  and  its  subrecipients. 


III.  EXPLANATION  OF  THE  POSSIBILITY  OF  "HIGH  RISK"  DESIGNATION 

Federal  regulations  (45  CFR  74,  45  CFR  92) ,  under  which  the 
developmental  disabilities  program  is  administered,  permit  the 
AADD  to  exercise  authority  to  designate  a  prospective  grantee  as 
"high  risk."   Under  this  authority,  the  AADD  may  consider  whether 
an  applicant  for  funds: 

1.  Has  a  history  of  unsatisfactory  performance; 

2.  Is  not  financially  stable; 

3 .  Has  a  management  system  that  fails  to  meet  Federal 
requirements ; 

4 .  Has  not  conformed  to  the  terms  and  conditions  of 
previous  awards;  or 

5.  Is  otherwise  not  responsible/suitable  to  receive  DD 
grant  money. 

Those  conditions  may  be  established  based  upon  information 
that  is  submitted  to  the  AADD  as  part  of  this  RFP  or  through 
other  means  (e.g.,  continued  late  submission  of  fiscal  and 
programmatic  quarterly  reports  or  products;  reviews  of  previous 
awards  from  the  AADD;  inquiries  to  other  grantor  agencies;  etc.). 
If  one  or  more  of  these  conditions  is  established  and  the  AADD 
awards  the  grant  to  the  subject  applicant,  the  AADD  is  permitted 
to  impose  special  administrative  and  programmatic  conditions  or 
restrictions  on  that  entity. 

Inclusion  of  false  or  misleading  information  in  an 
application  may  be  considered  by  the  AADD  as  grounds  for 
disqualification  from  the  award  process. 


Page  9 


IV.   ADMINISTRATIVE  PROCEDURES 


A.  Inquiries  -  All  inquiries  regarding  the  RFP(s)  and/or  the 
selection  process  should  be  directed  to  the  AADD  contact 
person  specified  in  the  RFP. 

B.  Bidders '  Pre-Proposal  Conference  -  The  purpose  of  this 
conference  is  to  entertain  specific  questions  from 
prospective  applicants  relative  to  a  specific  RFP. 

C.  Letters  of  Intent  -  Prospective  applicants  are  requested  to 
submit  a  letter  of  intent  to  the  AADD  contact  person  by  the 
due  date  published  in  the  specific  RFP. 

The  letter  will  not  bind  an  interested  organization  to 
submit  an  application;  however^  it  will  enable  the  AADD  to 
notify  prospective  applicants  of  any  revisions  to  the  RFP 
material  and/or  procedures  and  to  obtain  additional  informa- 
tion concerning  the  prospective  applicant  organization  if 
necessary. 

The  letter  of  intent  will  include  the  following  information: 

(a)  Name  and  address  of  applicant  agency  or  organization; 

(b)  Name  of  individual  responsible  for  developing 
application; 

(c)  RFP  identification  number  (number  of  state  plan 
objective) ; 

(d)  Type  of  agency/organization. 

D.  Instructions  for  Submission  of  Application (s) 

1.  All  applications  must  be  delivered  or  mailed  to  the 
AADD  contact  person.   All  applications  must  be  received 
no  later  than  the  date  and  time  specified  in  the  RFP. 

Applicants  who  mail  their  applications  are  advised  to 
send  them  via  an  overnight  courier  to  ensure  that  they 
are  received  by  the  AADD's  deadline.   Any  application 
that  arrives  after  the  deadline  is  unconditionally 
refused.   The  AADD  cannot  take  responsibility  for 
applications  that  are  late  due  to  a  delay  on  the  part 
of  the  U.S.  Postal  Service,  regardless  of  the  date  the 
application  is  postmarked.   If  the  applicant  chooses  to 
send  its  proposal  through  the  mail,  it  must  be  sent 
certified  mail,  return  receipt  requested. 

2.  All  applications  must  be  signed  by  a  person  authorized 
to  legally  bind  the  applicant  organization. 

3.  All  applications  must  be  typed  and  submitted  with  six 
(6)  copies.   The  original  application  should  be  marked 
"original" . 

4.  All  material  submitted  becomes  the  property  of  the 
State  and  may  be  returned  at  the  State's  option. 
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5.    Any  agency  of  the  State  shall  have  the  right  to  use  any 
or  all  ideas,  or  adaptations  of  ideas,  presented  in  any 
application  received  in  response  to  this  RFP. 
Selection  or  rejection  of  the  application  will  not 
affect  this  right. 

E.  Late  Applications  -  Applications  that  are  not  received  by 
the  published  deadline  in  the  specific  RFP  will  not  be 
accepted  or  considered.   There  will  be  no  exceptions  to  this 
requirement. 

F.  Cost  of  Preparing  Applications  -  Costs  for  developing 
applications  are  entirely  the  responsibility  of  the 
applicant  and  shall  not  be  reimbursed  in  any  manner  by  the 
State. 

G.  Clarification  of  Applications  -  The  State  reserves  the  right 
to  request  any  necessary  clarification  of  the  applications 
without  changing  the  terms  of  this  RFP. 

H.    Acceptance  of  Applications 

1.  It  is  the  intent  of  the  AADD  to  select  a  grantee  based 
on  the  responses  to  the  RFP.   The  AADD,  however, 
reserves  the  right  to  reject  any  or  all  applications 
received  in  response  to  the  RFP  if  it  is  in  the  best 
interest  of  the  State  to  do  so. 

2.  The  acceptance  of  any  application  and  subsequent  award 
of  DD  funds  by  the  AADD  shall  be  dependent  upon  the 
appropriation,  allocation,  and  availability  of  Federal 
funds,  and  subject  to  Federal  and,  if  applicable,  State 
approval . 

I.    Freedom  of  Information  -  All  proposals  received  are  subject 
to  State  regulations  regarding  Freedom  of  Information, 
Massachusetts  General  Laws,  Chapter  4,  Section  7,  Subsection 
26,  and  Chapter  66,  Section  10. 

J.    Modifications  to  RFP  Guidelines  -  Each  organization  which 
submits  a  letter  of  intent  will  be  notified  in  writing  by 
the  AADD  of  any  changes  or  modifications  in  the  RFP 
guidelines.   All  such  changes  will  be  announced  prior  to  the 
date  when  all  applications  are  due. 

K.    Mandatory  Requirements 

1.  All  applicants  must  fully  complete  and  include  as  part 
of  their  application  the  forms  and  assurances  located 
at  the  end  of  this  document. 

2.  All  applicants  must  be  in  compliance  with  all  licensing 
and  certification  standards  as  required  by  Federal, 
State  or  local  laws  and  any  regulations  or 
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administrative  orders  which  are  applicable  to  the 
successful  completion  of  the  program  requirements  of 
this  RFP. 

3.  All  applicants  must  include  the  most  recent  three  (3) 
year  audit  history  of  their  organization  in  their 
proposals. 

4.  All  applicants  must  complete  a  human  rights  review  to 
assure  compliance  with  the  requirements  set  forth  in 
the  RFP. 

5.  By  submitting  a  proposal,  the  applicant  agrees  that,  if 
it  is  awarded  DD  grant  funds,  it  will  comply  with  the 
fiscal  and  administrative  requirements  imposed  by  45 
CFR  74  and  45  CFR  92  as  applicable,— the  AADD' s 
Conditions  of  Grant  Award  and  Quarterly  Reports  and 
Payment  Requirements,  the  Commonwealth  of 
Massachusetts'  Standard  Terms  and  Conditions  contract, 
and  all  other  appropriate  State  and  Federal 
legislation,  regulations,  administrative  procedures  and 
guidelines. 


V.    STRUCTURE  AND  FORMAT  FOR  APPLICATIONS 

A.    Organization  of  the  Application  -  All  proposals  must  be 
organized  in  the  format  detailed  below.   Applicants  who 
respond  to  more  than  one  (1)  RFP  are  required  to  submit  a 
separate  set  of  forms  with  each  application.   All  relevant 
ability  to  satisfy  the  requirements  of  the  RFP  should  be 
presented  in  the  order  outlined  below: 

1)  Technical  Review  Form  (original  application  only) 

2)  Cover  sheet 

3)  Table  of  Contents 

4)  Project  Description/Narrative 

a)  Statement  of  Need 

b)  Description  of  the  target  population 

c)  Methodology:   Description  of  project  goals,  objectives 
and  activities  to  implement  the  guidelines  requirements 

d)  Impact  of  the  project  as  proposed 

e)  Project  Staffing  Requirements  (including  statement  of 
staff  duties  for  each  position) 

f)  Dissemination  of  project  products 

g)  Post-project  activities  (include  plans  to  obtain 
continued  funding) . 

5)  Project  Workplan  (including  all  project  goals,  objectives, 
activities,  tasks,  staff  time  on  the  project,  beginning  and 
end  dates) 

6 )  Budget 

a)  Forms 

b)  Justification 

7)  Applicant  Qualification  Section 

a)    Agency  history  (development  and  current  capacity) 
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b)  Relevant  experience  in  activities  similar  to  the 
project 

c)  Management  Structure  of  the  Project  (including 
supervision,  reporting) 

d)  Management  capacity  to  implement  AADD  administrative 
reporting  requirements 

e)  Job  descriptions  of  project  positions  (including  who 
will  be  responsible  for  writing  and  submitting 
quarterly  reports) 

f)  Resumes  of  project  staff 

g)  Applicant  organization  chart 
h)    Project  organization  chart 

i)    Project  monitoring  and  evaluation  activities 

8)  Financial  information  concerning  stability  of  the 
organization,  including  financial  audits  from  the  last  three 
(3)  years. 

9)  Assurances  which  must  be  signed  by  an  authorized  applicant 
representative  (Forms  #4-#13) 

10)  Project  Related  Addenda  -  Optional 

a)  Letters  of  Support 

b)  Other  documentation 

B.    Application  Format  Requirements 

Each  copy  of  the  proposal  should  be  submitted  as  a  single 
document,  and  all  documentation  submitted  with  the  proposal  must 
be  included  in  the  single  volume.   The  original  application  and 
its  six  (6)  copies  must  be  sequentially  paginated  from  the  first 
page  of  the  application  to  the  last  page,  regardless  of  the 
individual  components  (including  charts,  assurances,  attachments, 
financial  audit,  etc) .   Proposals  must  be  typed  in  standard-sized 
or  large  print  and  all  pages,  including  addenda,  must  be  8  1/2"  x 
11".   If  the  applicant  wishes  to  include  agency  brochures,  they 
must  be  photocopied  on  standard  paper.   The  original  signed 
application  must  be  securely  clipped  and  have  the  "Technical 
Review"  form  affixed  to  its  cover.   The  six  (6)  copies  should  be 
securely  stapled  once  in  the  upper  left  corner.   Proposals  should 
not  be  submitted  in  binders  or  notebooks.   If  the  proposal 
includes  any  comment  over  and  above  the  specific  information 
requested  in  the  RFP,  this  information  must  be  included  as 
separate  addenda  to  the  proposal. 

If  the  applicant  chooses  to  submit  letters  of  support,  they 
must  be  included  in  the  application.   Letters  of  support  or  any 
other  documentation  sent  under  separate  cover  to  the  AADD  will 
not  be  reviewed  or  acknowledged. 

The  AADD  has  the  right  to  reject  or  penalize  any  application 
that  does  not  conform  to  this  format  and/or  is  incomplete. 


C.    COVER  PAGE 

The  Cover  Page,  Form  #1,  must  be  completed  as  follows 
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1.  Title  of  Project  -  Give  the  project  a  brief  descriptive 
title  which  can  be  used  for  identification  purposes. 

2.  RFP  Number  -  List  the  RFP  number  as  it  appears  on  the 
title  sheet  of  the  RFP. 

3 .  Name  and  Address  of  Applicant  Organization (s)  -  List 
the  legal  corporate  name  of  the  applicant  agency  and 
its  mailing  address. 

4.  Name  and  Title  of  Project  Director  -  List  the  full  name 
and  title  of  the  individual  responsible  for  project 
activities,  including  the  preparation  and  submission  of 
any  required  reports  and  products. 

5.  Phone  Number  -  Provide  the  phone  number  .(..including  area 
code)  of  the  project  director. 

6.  FAX  Number  -  Provide  the  FAX  number,  if  available. 

7.  Name,  Title,  and  Address  of  Financial  Officer  -  List 
the  name,  title  and  address  of  the  individual 
responsible  for  the  receipt,  accountability,  and  use  of 
Developmental  Disabilities  project  funds. 

8.  Phone  Number  -  Provide  the  phone  number  (including  area 
code)  of  the  financial  officer. 

9 .  Type  of  Agency  or  Organization  -  Check  the  space  which 
most  accurately  describes  your  organization. 

10.  Proposed  Term  of  Project  -  State  the  anticipated  dates 
the  project  will  be  initiated  and  completed. 

11.  Request  Special  Matching  Rate  for  Poverty  Area  -  If  the 
proposed  project  will  primarily  serve  or  impact 
residents  of  urban  or  rural  poverty  areas  identified  as 
such  by  the  Federal  Census  Bureau,  the  applicant  should 
check  "yes."   If  "yes"  is  checked,  the  applicant  is 
required  to  match  all  DD  Project  costs  at  a  minimum 
rate  of  10%.   If  "no"  is  checked  (non-poverty  area) , 
the  applicant  is  required  to  provide  a  25%  match. 

12.  Signature  and  Title  of  Responsible  Officer  -  The 
application  must  be  signed  by  an  officer  of  the  agency 
who  is  authorized  to  commit  the  agency  or  organization 
to  the  requirements  of  the  application.   In  the  case  of 
a  State  agency,  this  will  generally  be  the  commissioner 
or  his/her  authorized  designee.   In  the  case  of  a 
private  agency  or  organization,  documentation  of  the 
authority  of  the  person  to  sign  Bust  be  submitted. 
This  documentation  should  be  in  the  form  of  a  letter 
from  the  secretary  of  the  governing  board  stating  that 
the  signatory  has  the  authority  to  sign  and  should 
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include  the  date  that  such  authorization  was  made. 
(Form  #1,  Certificate  of  Vote) . 

13.  Total  Funding  of  Project  -  List  the  totals  here  as  they 
appear  in  the  "Budget  Summary". 

14.  Terms  and  Conditions  -  The  application  must  be  signed 
by  an  officer  of  the  organization  who  is  authorized  to 
commit  the  organization  to  the  requirements  of  the 
application.   Indicate  the  date  that  the  completed 
application  was  signed.   In  signing  the  application, 
the  applicant  certifies  its  agreement  to  abide  by  all 
relevant  Federal,  State,  and  local  laws,  regulations, 
and  standards  pertinent  to  the  grant,  including  Code  of 
Federal  Regulations,  CFR  title  45  Part  74. 

D.    INSTRUCTIONS  FOR  PREPARING  WORKPLAN 

Workplan  (Form  #2) :   The  applicant  must  prepare  a  workplan 
which  will  list  all  the  goals,  objectives,  activities,  and 
tasks.   The  workplan  should  be  completed  according  to  the 
following  instructions: 

Goal  -  At  the  top  of  the  form,  state  each  major  goal  (as  you 
have  in  the  project  narrative)  to  be  achieved  by  the 
project. 

Objective  -  Each  goal  must  be  subdivided  into  specific 
measurable  objectives.   Under  the  column  entitled 
"Objective,"  list  each  of  the  objectives  necessary  to  attain 
the  goal.   The  first  objective  should  be  numbered  "I"  the 
second  "II"  and  so  on. 

Activities  -  Each  objective  should  be  subdivided  into 
separate,  measurable,  and  time  specific  activities.   Under 
the  column  entitled  "Activities,"  state  each  activity 
planned.   Successful  completion  of  all  scheduled  activities 
should  result  in  the  successful  completion  of  that 
objective.   The  first  activity  under  any  objective  should  be 
labeled  "A",  the  second  "B",  etc. 

After  each  activity's  description,  the  start  and  end  dates 
to  implement  that  activity  should  be  noted  parenthetically. 

Tasks  -  Each  activity  should  be  subdivided  into  its 
component  tasks.   Each  task  should  be  specific,  measurable, 
time  specific,  and  assigned  to  a  staff  person (s) .   The 
successful  completion  of  all  tasks  under  an  activity  should 
result  in  the  successful  completion  of  that  activity.   The 
first  task  under  activity  "A"  should  be  numbered  "1",  the 
second  "2",  etc. 

Staff/Days  -  This  heading  will  be  adjacent  to  the  "Task" 
heading.   In  this  column,  include  each  staff  member  who  will 
be  working  on  the  task  and  the  number  of  business  days  the 
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employee  will  need  to  complete  the  task.   Work  days  should 
be  identified  as  follows:   one  day  =  1.0;  four  hours  =  .50; 
one  week  =  5.0;  etc. 

NOTE:   Refer  to  attached  sample  workplan  (Attachment  #1) 


E.    COST  PROPOSAL  INSTRUCTIONS 

The  information  requested  in  this  section  is  designed  to 
show  specific  elements  of  cost  connected  with  the  conduct  of  a  DD 
project  grant.   Costs  charged  to  the  grant  must  be  necessary  and 
reasonable  for  proper  and  efficient  administration  of  the  grant 
programs.   Since  the  DD  funds  are  public  money,  activities  should 
be  implemented  as  frugally  as  possible.   They  cannot  be  general 
expenses  -required  to  carry  out  the  overall  responsibilities  of 
the  applicant  organization.   Please  refer  to  the  attached  "Costs" 
excerpt  from  the  Conditions  of  Grant  Award  for  more  specific 
information  on  allowable  costs.    Applicants  should  contact  the 
AADD  for  information  concerning  the  status  of  specific  budget 
items  if  not  covered  therein. 

"Not  Allowable"  means  that  a  particular  cost  item  may  not  be 
charged  to  the  grant.   The  applicant  may,  of  course,  charge  such 
costs  to  other  sources,  subject  to  any  conditions  imposed  by 
those  other  sources.   The  total  cost  of  a  grant  program  is 
comprised  of  the  allowable  direct  cost  plus  its  allocable  portion 
of  indirect  costs. 

The  Executive  Director  of  an  applicant  organization  cannot 
be  the  Project  Director.  However,  his/her  supervisory  time  can 
be  used  as  a  portion  of  the  in-kind,  non-Federal  match. 

DD  grant  funds  cannot  be  used  for  the  applicant's  ongoing 
organizational  expenses,  including  personnel,  equipment,  and 
furniture.   DD  funds  cannot  be  used  to  supplement  or  supplant 
State  or  Federally  funded  existing  programs  or  services  for 
people  with  developmental  disabilities. 

Unless  waived  by  the  AADD  as  provided  below,  the  applicant 
must  provide  matching  contributions  which  constitute  a  percentage 
of  the  total  project  expenses.   Matching  contributions  can 
include  allowable  costs  incurred  by  the  applicant  with 
non-Federal  funds  documented  in  accordance  with  the  applicable 
set  of  Federal  cost  principles.   Matching  contributions  may  also 
include  third  party  "in  kind"  contributions  such  as  a  volunteer's 
efforts  and  donated  supplies,  equipment  or  space,  provided  their 
valuation  is  based  upon  procedures  established  under  45  CFR  74 
and  45  CFR  92,  as  applicable  and  they  are  documented  in  the  same 
fashion  as  project  costs  borne  by  Federal  or  non-Federal  funds. 

The  matching  contribution  should  be  included  in  the 
appropriate  budget  category  reflecting  its  use  so  that  the  budget 
reflects  total  project  costs.   In  addition,  the  Budget 
Justification  should  document  the  applicant's  other  sources  of 
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support,  including  the  status  of  various  commitments  from  other 
sources  (contribution  on  hand,  promised,  or  potentially 
available),  information  about  other  contributing  organizations, 
and  cash  on  hand  at  the  time  of  application. 

All  projects  undertaken  with  DD  funds  will  require  a  25% 
matching  contribution  from  non-Federal  sources,  unless  the 
project  will  primarily  serve  or  impact  residents  of  urban  or 
rural  poverty  areas  identified  by  the  U.S.  Census  Bureau.   If  the 
AADD  approves  a  poverty  match,  the  grantee  organization  will  have 
to  provide  a  10%  match  to  the  Federally  funded  project.   This 
match  must  be  non-Federal  and  may  be  provided  in-kind  or  as  cash. 

The  proposed  budget  (Form  #3)  should  be  completed  according 
to  the  following  instructions: 

1.    BUDGET  BY  CATEGORY 

a.  Personnel  -  List  all  staff  who  will  be  assigned  to  the 
project  by  their  position  title.   The  annual  full-time 
salary  for  the  position  and  the  percentage  of  annual 
time  this  staff  member  will  implement  the  activities 
described  in  the  workplan  (100%  representing  total 
full-time  salary)  should  be  included  in  the  appropriate 
columns. 

b.  Consultation,  Professional  Fees,  and  Volunteer  Costs  - 
Enter  the  names  of  specific  professionals  or 
consultants  if  known  and  their  area  of  competence.   If 
not  known,  enter  the  area  of  consultation  to  be  sought 
(e.g.,  Personal  Care  Attendant,  Sign  Language 
Interpreter,  Statistical  Consultant)  under  "Nature  of 
Expense".   Calculate  the  total  time  using  the  unit  by 
which  the  consultant  or  professional  will  be  paid 
(e.g.,  52  hours,  17  days),  then  the  rate  of  payment  for 
that  unit  (e.g.,  $5/hr. ,  $25/day) .   Include  any 
additional  charges  attributable  to  professional 
services  or  consultation,  including  travel  and  related 
cost,  and  detail  these  expenditures  in  the  Budget 
Justification.   Costs  incurred  by  volunteer  staff  may 
also  be  included  under  this  category.   Usually  such 
costs  will  refer  to  reimbursement  of  expenses  incurred 
by  the  volunteer  as  a  result  of  his/her  participation 
in  the  project.   If  volunteers  are  paid  a  stipend  or  at 
a  rate  based  on  the  time  contributed  or  work  performed, 
they  should  be  listed  under  "Personnel". 

c.  Travel  -  This  item  is  for  staff  travel  only.   Any 
travel  listed  in  this  category  must  be  for  the  purpose 
of  supporting  grant  activities  as  described  in  the 
application.   The  purposes  of  anticipated  travel, 
destinations,  and  approximate  cost  should  be  explained 
in  the  Budget  Justification  narrative. 

NOTE:      The  current  approved  rate  for  private  auto 


Page  17 


mileage  is  $.22  per  mile.   This  allowance 
covers  gas,  tolls  and  parking  fees. 

d.  Equipment  -  An  item  of  equipment  is  an  article  of 
property  procured  or  fabricated  which  is  complete  in 
itself,  is  of  a  durable  nature,  and  has  an  expected 
service  life  of  more  than  one  year.   List  individually 
each  item  of  equipment  to  be  purchased  (including  the 
cost  of  installation,  insurance,  freight,  and 
accessories) .   If  equipment  is  to  be  leased  or  rented, 
note  this  parenthetically  next  to  the  entry.   If 
several  pieces  of  equipment  are  to  be  purchased  or 
rented,  list  categories  of  equipment  in  this  section  of 
the  budget  and  use  Form  #3.3  to  itemize  individual 
pieces  of  equipment. 

NOTE:      DD  funds  cannot  be  used  to  purchase 
computer  equipment. 

e.  Supplies,  Materials,  and  Publication  Costs  -  List  all 
supplies  and  materials  that  will  be  required  to  support 
the  program  during  the  project  (pens,  pencils,  paper, 
correction  fluid,  notebooks,  etc.  can  be  listed  singly 
under  "Office  Supplies").   List  separately  all 
anticipated  publications  including  any  final  products 
and/or  manuals. 

f .  Furnishings  -  List  individually  each  item  that  will  be 
purchased,  leased,  or  rented  (including  the  charges  for 
installation,  insurance,  and  freight) .   Enter  the 
number  of  each  item  and  the  per  year  item  cost. 
Examples  of  furnishings  are  file  cabinets,  chairs, 
desks,  and  tables. 

g.  Renovations  -  Allowable  only  if  specified  in  the  RFP. 
List  separately  all  renovations  to  be  made  during  the 
course  of  this  project.   Questions  relative  to 
allowable  costs  for  specific  renovations  should  be 
referred  to  the  AADD. 

h.    Space  Occupancy  Costs  -  Under  "Nature  of  Expense" 

identify  the  space  being  used  (office  space,  conference 
room,  etc.).   Under  "Cost  or  Rate  of  Payment,"  list  the 
unit  cost  or  rate  (e.g.,  1,000  sq.  ft.  §  $5.00  sq.  ft. 
per  month  =  $5, 000.00/month) . 

i.    Other  Direct  Costs  -  List  separately  all  other  direct 
costs  not  already  provided  for  that  will  be  incurred 
during  the  project  (e.g.,  audit,  telephone,  postage, 
etc. ) . 

j .    Indirect  Costs  -  List  all  indirect  costs  to  be  incurred 
for  the  project.   Indirect  costs  are  those  costs  which 
cannot  be  identified  as  separate  unit  costs  and  are 
incurred  by  the  organization  in  the  conduct  of  a  number 
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of  projects  and  functions.   No  more  than  ten  percent  of 
direct  costs  can  be  charged  to  the  indirect  cost 
category. 

2.  BUDGET  SUMMARY 

This  section  will  reflect  the  total  budget  figures  for  the 
project.   The  "Total"  line  under  each  budget  category  listed 
in  the  previous  section  should  be  transcribed  onto  this 
summary  page.   The  "Total"  line  on  this  form  will  then  be  a 
comprehensive  summary  of  all  costs  associated  with  this 
project.   These  figures  should  be  the  same  as  those  listed 
in  the  "Total  Funding  of  Project"  box  on  the  cover  page. 

3.  ITEMIZATION  OF  EQUIPMENT  AND  FURNISHINGS 

If  applicable,  list  all  equipment  and/or  furnishings  to  be 
leased,  rented,  or  purchased  as  part  of  this  project. 

4.  BUDGET  JUSTIFICATION 

A  separate  budget  justification  should  be  included  to 
explain  fully  and  justify  the  following  major  items: 

•  Personnel  -  Include  the  total  costs  of  salaries  and 
wages  of  applicant/grantee  staff.   Identify  the  project 
director,  if  known,  and  other  project  staff.   Specify 
by  title (s)  or  name(s)  the  percentage  of  time  allocated 
to  the  project,  the  individual  annual  salaries,  and  the 
cost  to  the  project  (both  federal  and  non-federal)  of 
the  organization's  staff  who  will  be  working  on  the 
project. 

•  Fringe  Benefits  -  Include  the  total  costs  of  fringe 
benefits,  unless  they  are  included  as  part  of  an 
approved  indirect  cost  rate.   Include  a  breakdown  of 
amounts  and  percentages  that  comprise  fringe  benefit 
costs,  such  as  health  insurance,  FICA,  retirement,  etc. 

•  Consultation,  Professional  Fees,  and  Volunteer  Costs  - 
Include  the  total  cost  of  all  contracts,  including: 
procurement  contracts  (except  those  which  belong  on 
other  lines  such  as  equipment,  supplies,  etc.)  and 

(2)  contracts  with  secondary  recipient  organizations, 
including  delegate  agencies.   Also  include  any 
contracts  with  organizations  for  the  provision  of 
technical  assistance.   Whenever  the  applicant/grantee 
intends  to  delegate  part  or  all  of  the  program  to 
another  agency,  the  applicant/grantee  must  complete  a 
budget  and  budget  justification  for  each  delegate 
agency  by  agency  title,  along  with  the  supporting 
information.   Provide  backup  documentation  identifying 
the  name  of  contractor,  purpose  of  contract  and  major 
cost  elements. 
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Travel  -  Include  the  total  costs  for  all  in-state  and 
out-of-state  travel  for  staff  to  the  project.   Include 
the  name(s)  of  travellers,  total  numbers  of  trips, 
destinations,  length  of  stay,  transportation  costs, 
subsistence  allowances,  and  the  reason  for  such  travel. 
Less  than  first  class  travel  must  be  used  if  available; 
justification  must  be  provided  if  first  class  air  trave 
is  used,  and  prior  approval  received  by  the  AADD. 

Equipment  -  If  applicable,  include  the  total  costs  of 
all  equipment  to  be  acquired  by  the  project.   For  state 
and  local  governments,  equipment  is  non-expendable 
tangible  personal  property  having  a  useful  life  of  more 
than  two  (2)  years  and  an  acquisition  cost  of  $5,000  or 
more  per  unit.   For  all  other  applicants,  the  threshold 
for  equipment  is  $1, 0.00^ or. .more  .per.,  unit. _  Equipment  to 
be  purchased  with  Federal  funds  must  be  justified.   The 
equipment  must  be  required  to  conduct  the  project,  and 
the  applicant  organization  or  its  subgrantees  must  not 
have  the  equipment  or  a  reasonable  facsimile  available 
to  the  project.   The  justification  also  must  contain 
plans  for  future  use  or  disposal  of  the  equipment  after 
the  project  ends. 

Supplies/Materials/ Publications  -  Include  the  cost  of 
all  tangible  consumable  property.   Specify  the  general 
categories  of  supplies,  their  costs,  and  use. 

Furnishings  -  If  applicable,  include  the  cost  of  all 
office  furniture  that  must  be  acquired  or  leased  to 
implement  the  project. 

Renovations  -  Not  allowable  unless  authorized  in  the 
specific  RFP. 

Space  -  Explain  how  office  space  is  calculated  for  the 
purposes  of  billing  the  project.   In  addition,  if  the 
project  involves  sponsoring  conferences  or  public 
forums,  include  an  explanation  about  the  space  that 
will  be  rented  for  those  events. 

Other  Direct  Costs  -  Include  an  explanation  of  other 
expenses  that  cannot  be  categorized  elsewhere  in  the 
budget  but  relate  directly  to  the  project. 

Indirect  Costs  -  Include  the  total  amount  of  indirect 
charges  (costs) .   If  no  indirect  costs  are  requested, 
enter  -0-.   If  there  is  a  current  indirect  cost  rate 
approved  by  the  Federal  Department  of  Health  and  Human 
Services  or  another  federal  agency,  attach  the 
agreement.   If  there  is  no  current  indirect  cost  rate 
approved  by  the  Federal  government,  specify  the  charges 
comprising  the  indirect  costs.   (Limited  to  10%  of  the 
total  direct  project  costs) . 
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•     Cash  and/or  In-Kind  Match  -  Include  documentation  of 
the  cash  and/or  in-kind  match. 

The  extent  and  type  of  detail  and  explanation  in  the 
narrative  will  depend  on  the  financial  structure  and  particular 
needs  of  the  project.   The  important  consideration  is  that  all 
budget  components  and  items  are  explained  clearly  to  permit  a 
reasonable  evaluation  by  the  AADD  Grants  Review  Committee. 


F.    HUMAN  RIGHTS  SECTION 


1.    GENERAL  INFORMATION 

All  applicants  for  Developmental -Disabilities  (DD) 
funds  must  provide  assurances  that  they  are  in  compliance 
with  the  policies  and  regulations  of  the  Department  of 
Health  and  Human  Services  (DHHS)  concerning  the  protection 
of  the  rights  and  welfare  of  persons  with  developmental 
disabilities  who  are  placed  "at  risk"  as  a  result  of  their 
participation  in  or  receiving  services  from  DHHS  funded 
grants. 

The  applicant  must  determine  whether  persons,  other 
than  those  who  are  participating  in  the  project,  will  be 
affected  by  the  project  activities.   If  the  applicant 
determines  that  persons  are  involved  with  the  project,  it 
must  then  determine  whether  they  are  placed  "at  risk".   For 
those  persons  who  are  "at  risk"  of  physical,  psychological, 
and/or  social  harm,  appropriate  safeguards  must  be 
identified  to  eliminate  or  to  minimize  these  risks.   In  all 
cases,  the  determination  must  be  made  that  the  benefits  to 
the  participation  in  the  project  activities  outweigh  any 
risk  involved. 

DHHS  regulations  define  "at  risk"  as:   any  individual 
who  may  be  exposed  to  the  possibility  of  injury,  including 
physical,  psychological,  or  social  as  a  result  of  either 
participating  in  any  research  activities  or  receiving 
services  from  the  project  being  funded.   An  individual  is 
placed  "at  risk"  only  if  the  project  activities  and 
procedures  used  are  not  established  and  accepted  methods 
necessary  to  meet  his/her  needs  and/or  which  increase  the 
ordinary  risks  of  daily  life. 

Safeguards  are  practices  which  (1)  ensure  that  the 
rights  and  welfare  of  those  persons  affected  by  the  project 
are  protected,  (2)  are  designed  to  minimize  potential  risks, 
and  (3)  are  consistent  with  standard  and  acceptable  methods. 
Safeguards  include:   prevention  of  physical  injury;  design 
of  data  gathering  instruments  to  limit  personal  information 
to  that  which  is  necessary  to  the  project  effectiveness; 
safeguarding  personal  information  in  locked  cabinets; 
restricting  access  to  data  to  authorized  persons;  coding 
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personal  information;  destroying  obsolete  files;  implement- 
ing procedures  to  ensure  that  clients  can  correct  erroneous 
information.   The  safeguards  for  the  collection,  maintenance 
and  access  of  personal  data  are  required  by  Massachusetts 
General  Law,  Chapter  66A,  the  Fair  Information  Practices 
Act. 

When  determining  the  potential  risks  involved  for 
project  participants,  the  type  of  project  funded  should  be 
considered.   (A)  Biomedical  or  Behavioral  Research  projects 
involving  persons  include  extensive  human  rights  assurances 
covering  medical,  legal,  social,  and  ethical  issues; 
(B)  Direct  Services  projects  involve  Federal  and  State 
regulations  for  services  and  clients,  licensing  requirements 
for  facilities,  services,  and  staff,  and  can  apply  to  a 
range  of  habilitation  issues,  such  as  individual-^-hrabi-l-irta- 
tion/service  plans,  etc.;  (C)  Other  Activities  projects  such 
as  public  relations,  information  and  referral,  and  advocacy 
include  risks  and  safeguards  such  as  informed  consent, 
privacy  and  confidentiality,  and  protection  of  data  from 
physical  harm  or  unauthorized  use. 

2.  POLICIES 

To  further  the  goals  of  promoting  the  welfare  and 
dignity  of  all  persons  with  developmental  disabilities,  the 
following  principles  will  apply:   programs/services  must  be 
appropriate  for  the  individuals  being  served;  provide  the 
opportunity  to  live  and  receive  services  in  the  least 
restrictive  and  most  normal  setting  possible;  protect 
confidentiality;  ensure  human  dignity;  protect  the  legal 
rights  of  clients;  provide  client  access  to  records;  provide 
humane  and  adequate  care  and  treatment;  and  assure  that  no 
individual  who  is  placed  in  a  program  be  subjected  to 
mechanical,  chemical,  physical  restraints,  corporal 
punishment,  seclusion,  and/or  any  other  unreasonable  use  of 
force  not  necessary  to  protect  him/her  from  bodily  harm. 

3.  INFORMED  AND  VOLUNTARY  CONSENT  PROCEDURES 

"Informed  Consent"  is  defined  as  the  voluntary  and 
knowing  consent  of  an  individual  or  his/her  legally  author- 
ized representative.   The  following  information  applies  to 
informed  consent  procedures  for  DD  grants  and  contracts: 

A.  A  fair  explanation  of  the  procedures  to  be  used  and 
their  purposes,  including  identification  of  any 
procedures  which  are  experimental  (particularly  for 
participants  in  biomedical  and/or  behavioral  research) ; 

B.  A  description  of  any  attendant  discomforts  and  risks  to 
be  reasonably  expected; 

C.  A  description  of  any  benefits  to  be  reasonably 
expected; 
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D.  A  disclosure  of  any  appropriate  alternative  procedure 
that  might  be  advantageous  for  the  participant; 

E.  An  offer  to  answer  any  questions  concerning  the  nature 
of  the  project  and  any  of  the  procedures/methods  being 
used; 

F.  An  instruction  that  the  person  is  free  to  withdraw  his/ 
her  consent,  and  to  discontinue  participation  in  the 
project  at  any  time  without  prejudice  to  the  person; 
and 

G.  With  respect  to  biomedical  or  behavioral  research  which 
might  result  in  physical  injury,  an  explanation  as  to 
whether  compensation  and  medical  treatment  is  available 
if  physical  injury  occurs,  and  if  so,  what  it  consists 
of,  or  where  further  information  may  be  obtained. 

4.    HUMAN  RIGHTS  COMMITTEE  REQUIREMENTS  AND  APPLICATION 
PROCEDURES 

The  applicant  must  review  all  proposed  project 
activities  to  determine  (a)  whether  persons  will  be  affected 
by  the  project;  (b)  whether  any  risks  are  involved  for 
participants  and  whether  appropriate  safeguards  have  been 
identified;  (c)  whether  anticipated  benefits  to  participants 
outweigh  any  potential  risks  involved. 

When  these  determinations  have  been  made,  the  Human 
Rights  Assurances  Form  must  be  completed  and  signed.   This 
form  assures  that  the  applicant  has  completed  the  review  of 
project  activities  for  human  rights  issues;  the  applicant 
has  identified  risks,  safeguards  and  benefits;  the  applicant 
will  notify  the  AADD  when  project  changes  occur  that  will 
affect  the  human  rights  of  project  participants. 

If  the  applicant  has  determined  that  there  are  no  risks 
to  participants  who  are  involved  in  the  project  and  there 
are  no  issues  of  privacy  and  confidentiality  for  project 
participants,  then  a  Human  Rights  Committee  (HRC)  will  not 
be  required.   However,  the  AADD  must  approve  this 
determination.   During  the  grant  period,  if  changes  occur  to 
affect  human  rights  of  project  participants,  then  the  AADD 
must  be  notified  and  a  project  human  rights  committee  must 
be  convened. 

If  the  applicant  has  determined  that  participants' 
human  rights  will  be  affected,  then  a  Human  Rights  Committee 
must  be  convened.   The  minutes  of  the  first  Human  Rights 
Committee  meeting  must  be  submitted  to  the  AADD  to  show 
compliance  with  this  section  within  thirty  (30)  days  from 
the  notification  date  of  grant  award. 

For  projects  providing  direct  services  to  persons,  the 
Human  Rights  Committee  will  meet  on  a  quarterly  basis 
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throughout  the  grant  period;  and  for  other  activities 
projects  involving  privacy  and  confidentiality  issues  and 
informed  consent  requirements,  the  Human  Rights  Committee 
will  meet  biannually.   Minutes  of  the  Human  Rights  Committee 
meetings  will  be  submitted  to  the  AADD  as  attachments  to  the 
appropriate  quarterly  progress  report  materials. 

The  Human  Rights  Committee  must  be  comprised  of  at 
least  five  (5)  members,  with  varying  backgrounds,  to  assure 
complete  and  adequate  review  of  the  project.   The  Committee 
may  be  an  already  existing  one  or  especially  appointed  for 
the  project.   The  committee  may  include  staff  and/or 
consultants.   However,  at  least  one  third  of  the  membership 
must  not  have  any  affiliation  with  the  project  or  any 
sponsoring  institution. 

Any  questions  regarding  the  information  and  require- 
ments contained  in  this  section  should  be  directed  to  the 
AADD. 
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VI .   ATTACHMENTS 


1.  "Costs"  excerpt,  Conditions  of  Grant  Award 

2.  Brochure  -  "Designing  for  Diversity:   Guidelines  for  Human 
Service  Grant  or  Contract  Applicants" 

3 .  Sample  Workplan 

4.  Forms  to  be  included  with  the  application 

(these  forms  may  be  reproduced  if  the  applicant  is  applying 
for  more  than  one  grant) 
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COSTS 


The  pattern  of  expenditures  among  categories  of  expenses 
shall  follow  the  amounts  established  in  the  Notice  of  Grant  Award 
of  Project  Contract.   Transfer  of  funds  within  an  approved  grant 
budget  shall  be  governed  by  the  provisions  of  45  CFR  74  or  45  CFR 
92,  as  applicable.   If,  however,  the  grantee  has  been  designated 
high-risk  under  applicable  regulations,  the  AADD  may  require 
advanced  approval  on  all  transfers  among  cost  categories.   The 
inclusion  of  a  specific  description  of  the  proposed  item  or  cost 
category  and  the  proposed  amount  in  the  grant  application 
constitutes  prior  approval  if  it  is  followed  by  (a)  receipt  of  a 
Notice  of  Grant  Award  containing  no  exception,  or  (b)  a  copy  of  a 
Project  Contract  signed  by  the  head  of  the  AADD  reflecting 
approved  categories  and  amounts.   When  the  need  for  an  item 
requiring  prior  approval  arises  subsequent  to  the  submission-  of*- 
the  grant  application  or  budget  request,  the  request  for  approval 
must  be  signed  by  the  authorized  grantee  official.   Funds  may  not 
be  transferred  from  the  indirect  cost  category  to  any  direct  cost 
category  of  the  approved  budget  without  prior  approval. 

The  listing  below  includes  allowable  and  unallowable 
expenditures  most  frequently  encountered  as  direct  costs  in 
connection  with  Developmental  Disabilities  grants.   Omission  of  a 
particular  item  of  a  cost  is  not  intended  to  imply  that  such  item 
is  either  allowed  or  not  allowed  as  a  direct  cost.   Reference 
should  be  made  to  specific  instructions  accompanying  the  grant 
application  materials,  and  any  unresolved  questions  should  be 
referred  to  the  AADD  for  determination  of  allowance  of  any  item 
not  covered  by  the  listing  furnished  below. 

"Indirect  Costs"  of  a  project  are  those  not  readily 
identified  with  the  project  itself,  but  nevertheless  incurred  by 
a  grantee  —  as  in  the  operation  and  maintenance  of  the  building 
or  in  the  payment  of  utility  costs  or  administrative  salaries  — 
for  the  joint  benefit  of  the  project  activities  and  other 
activities.   By  AADD  policy,  no  more  than  10  percent  of  the 
direct  costs  of  the  project  may  be  charged  to  a  Developmental 
Disabilities  grant  as  indirect  costs.   If  the  applicant  agency  or 
organization's  computations  indicate  that  the  actual  indirect 
costs  will  be  greater  than  10  percent,  the  remainder  must  be  paid 
out  of  funds  available  from  other  non-Federal  sources  and  may  be 
claimed  as  "matching". 

Only  the  "cost  pools,"  as  defined  in  the  DHHS  publication 
0ASC5  entitled  "Cost  Principles  and  Procedures  for  Establishing 
Indirect  Cost  Rates  for  Grant  and  Contracts  with  the  Department 
of  Health  and  Human  Services,"  are  allowable  as  indirect  cost 
pools  for  Developmental  Disabilities  project  grants.   Also,  it 
should  be  remembered  that  indirect  costs  are  those  which,  because 
of  their  nature,  are  normally  identified  with  common  or  joint 
objectives  and  are  not  readily  identified  with  specific  or 
individual  projects.   Costs  in  any  of  the  following  categories 
which  can  be  specifically  prorated  for  the  Developmental 
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Disabilities  grant  project  should  be  generally  entered  as  direct 
costs: 

Compensation  for  Personal  Services 

Contingencies 

Employee  Health,  Morale,  or  Welfare  Services 

Fringe  Benefits 

Insurance  and  Indemnification 

Minor  Maintenance  and  Repair  Costs:   Equipment 

Other  Business  Expenses 

Professional  Service  Costs   (Legal,  Accounting,  Scientific 

and  other) 
Public  Information  Services  Costs 
Recruitment  Costs 
Rental  Costs 
Termination  Costs  — 

Trade,  Business,  Technical  and  Professional  Activity  Costs 
Training  and  Educational  Costs 
Transportation  Costs 
Telephone  and  Communication  Costs 
Minor  Modification  of  Space  and  Utilities 

If  the  grantee  has  an  established  indirect  cost  rate  with 
the  Federal  government,  the  rate  charged  must  be  supported  by  the 
following:   (1)  the  rate  negotiated;  (2)  the  date  of  negotiation; 
(3)  any  other  supportive  data  justifying  the  rate;  and  (4)  a  copy 
of  any  negotiable  agreement  that  the  grantee  may  have.   If 
technical  assistance  is  needed,  please  contact  the  AADD. 

The  following  is  a  list  of  costs: 

(1)   Minor  Modifications  of  Space  and  Utilities  -  Allowable  only 
if  specified  in  the  Request  for  Proposal  and  only  for 
essential  "minor"  modifications  of  space  and  utilities 
within  to  complete  structure  for  the  purpose  of  adapting  it 
to  meet  the  needs  of  the  project  objectives  more 
effectively. 

A  grantee  receiving  funds  for  minor  modifications  of  space 
and  utilities  must  — 

(a)  comply  with  the  Executive  Order  No.  11246  entitled 
"Equal  Employment  Opportunity"  as  supplemented  in 
Department  of  Labor  regulations  (41  CFR  Part  60) . 

(b)  comply  with  the  Copeland  "Anti-Kickback"  Act  (18  USC 
874)  as  implemented  in  Department  of  Labor  regulations 
(29  CFR  Part  3)  if  the  grant  is  in  excess  of  $2,000. 
All  suspected  or  reported  violations  of  the  Copeland 
Act  must  be  reported  to  the  AADD. 

(c)  include  a  provision  for  compliance  with  the  David-Bacon 
Act  (40  USC  276a  to  a7)  as  supplemented  by  Department 
of  Labor  regulations  (29  CFR  Part  5)  in  all 
construction  contracts  awarded  in  excess  of  $2,000. 
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The  grantee  shall  report  all  suspected  or  reported 
violations  to  the  AADD. 

(2)  Books  and  Periodicals  -  Allowable  when  required  for  the 
conduct  of  the  project,  or  directly  related  to  the  purposes 
of  the  project.   Books  and  periodicals  obtained  for 
libraries  or  for  general  use  of  the  staff  are  not  allowable 
unless  they  meet  these  conditions. 

(3)  Computer  Equipment  -  Hardware  may  not  be  purchased.   In 
certain  cases,  if  deemed  appropriate  pursuant  to  the  RFP, 
hardware  can  be  leased. 

(4)  Communications  -  Allowable  for  costs  resulting  from  local 
and  long  distance  telephone  calls,  telephone  surveys, 
telegrams,  postage^"  or 'srmirlar  costs  reflected  in  the 
approved  application  and  necessary  to  the  project. 

(5)  Construction  or  Acquisition  of  Buildings,  New  Additions  or 
Extensions  -  Not  allowable. 

(6)  Consultant  Services  -  Allowable,  subject  to  the  following 
restrictions : 

(a)  Consultant  fees  may  not  be  paid  to  an  employee  of  the 
Federal  government; 

(b)  Consultant  fees  may  not  be  paid  to  an  employee  of  the 
Commonwealth  during  his/her  regularly  scheduled  working 
hours ; 

(c)  Consultant  fees  may  be  paid  to  an  employee  of  the 
grantee  agency  or  organization  only  under  unusual 
circumstances  and  with  prior  approval  of  the  AADD;  and 

(d)  Consultant  contracts  must  receive  prior  approval  by  the 
AADD. 

The  grantee's  policy  prevails  as  to  determination  of 
consultant  fees,  unless  the  AADD  determines  that  the 
projected  fee  is  unreasonable  with  respect  to  the  nature  of 
work  to  be  accomplished  and  the  credentials  of  the 
consultant. 

(7)  Furnishings  and  Equipment  -  Allowable.   However,  prior  AADD 
approval  is  required  for: 

(a)  any  item  the  acquisition  cost  of  which  exceeds  $500; 

(b)  printing  or  audio-visual  equipment; 

(c)  equipment  for  offices,  conference  rooms,  and  similar 
facilities; 

(d)  furnishings,  exclusive  of  office  equipment,  if 
specified  in  the  RFP. 

Equipment  may  be  rented  or  purchased  —  the  grantee  must 
select  the  option  which  is  least  expensive. 
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A  grantee  may  be  reimbursed  for  the  capital  cost  for  an  item 
of  equipment  already  owned  only  when  it  is  in  its  central 
purchasing  department  and  held  in  a  central  stockroom  for 
issuance  and  sale  to  an  organizational  component. 

For  purposes  of  charging  Developmental  Disabilities  grants, 
the  cost  of  a  single  unit  or  piece  of  equipment  includes 
necessary  accessories,  duty,  excise  and  sales  taxes  (unless 
the  organization  is  exempt  from  such  taxes) .   If  the 
organizational  policy  provides  that  charges  for 
transportation,  protective-in-transit  insurance,  and 
installation  are  a  part  of  the  cost  of  equipment,  such 
charges  must  be  included  in  the  equipment  costs  if  they  are 
to  be  charged  to  Developmental  Disabilities  grants. 

(8)  Equipment  Maintenance  and  Repairs  -  Allowable  on  equipment 
used  specifically  on  the  Developmental  Disabilities  project. 

(9)  Equipment  Rental  -  Allowable  provided  the  equipment  is  not 
owned  by  the  grantee.   Rental  charges  to  a  grant  must  be 
made  in  conformance  with  grantee  policies  and  in  the  same 
manner  that  similar  charges  are  made  to  any  account. 

(10)  Equipment:   Federal  Surplus  and  Excess  Property  -  Allowable 
for  costs  of  acquiring  Federal  surplus  property.   Such 
acquisition  is  encouraged  to  conserve  public  funds. 

(11)  Fringe  Benefits  -  Allowable  for  employer's  share  to  the 
extent  that  such  payment  is  made  under  formally  established 
and  consistently  applied  organizational  policies,  uniformly 
charged  as  a  direct  cost  on  an  actual  rather  than  an 
estimated  basis,  and  charged  in  proportion  to  salary  charged 
to  the  grant.   The  employee's  share  is  part  of  the  gross 
salary  and  included  therein. 

If  a  grantee  has  an  established  fringe  benefit  rate  with  the 
Federal  government,  the  rate  charged  must  be  supported  by 
the  following:   (1)  the  rate  negotiated;  (2)  the  date  of 
negotiation;  (3)  the  agency  or  Federal  office  with  whom  the 
negotiation  was  conducted;  and  (4)  a  copy  of  the  negotiation 
agreement  issued  by  the  Federal  agency. 

If  a  grantee  requests  reimbursement  for  fringe  benefits 
through  a  fringe  benefit  rate  not  established  by  the  Federal 
government,  then  this  rate  must  be  supported  by  the 
following:   (1)  basis  for  the  rate;  (2)  a  breakdown  and 
explanation  of  what  the  rate  consists  of;  (3)  any  other 
supportive  data  justifying  the  rate;  and  (4)  a  copy  of  any 
negotiation  agreement  that  the  grantee  may  have. 

If  technical  assistance  is  needed,  please  contact  the  AADD. 

(12)  Honoraria  -  Not  allowable.   An  honorarium  is  considered  a 
payment  or  reward  whenever  the  primary  intent  is  to  confer 
distinction  on,  or  to  symbolize  respect,  esteem,  or 
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admiration  for  the  recipient.   A  consultant  fee,  on  the 
other  hand,  is  compensation  for  services  rendered  and  is 
allowable. 

(13)  Ongoing  Program  Expenses  -  Not  Allowable. 

(14)  Volunteer  Reimbursements  -  Allowable  for  the  reimbursement 
of  in-State  travel  and  meal  expenses  incurred  by  volunteers 
as  a  direct  result  of  activities  undertaken  as  part  of  the 
project.   Such  reimbursements  should  be  made  on  the  basis  of 
receipts  showing  the  exact  nature  and  amount  of  expenses 
incurred.   If  the  grantee's  stated  policy  regarding 
volunteer  utilization  and  reimbursement  allows  for  expenses 
in  excess  of  travel  and  meals,  those  costs  may  be  treated  as 
a  match  to  the  grant. 

(15)  Meals  -  Allowable  for  service  recipients,  or  when  an  agency 
or  organization  customarily  provides  for  meals  to  employees 
or  volunteers.   Meal  expenses  are  not  allowable  for 
non-project  related  persons. 

(16)  Films  -  Allowable  for  purchase  of  a  film  provided  the  film 
is  used  only  for  training  purposes  in  connection  with  the 
project.   Not  allowable  for  public  showing  unless  prior 
written  approval  is  obtained  from  the  AADD.   Allowable  for 
film  production  if  fully  justified  in  support  of  the  goals 
and  objectives  of  the  RFP,  with  prior  approval  by  the  AADD. 

(17)  Publication  and  Distribution  of  Materials  -  Allowable  for 
costs  of  publishing  books,  monographs,  pamphlets,  brochures, 
or  other  materials  described  in  the  grant  application, 
subject  to  the  conditions  noted  in  paragraph  #2  above. 
Costs  of  publishing  or  reproducing  reports  required  by  the 
AADD  and  of  distributing  materials  as  stipulated  as  a 
condition  to  receiving  the  grant  are  also  allowable. 

(18)  Audit  -  Allowable  for  the  costs  of  performing  an 
independent,  organization-wide  audit  in  accordance  with  the 
provisions  of  the  applicable  Office  of  Management  and  Budget 
Circular  (A-128 — governments,  A-110  or  A-133 — nonprofit 
organizations) ,  or  for  an  independent  audit  restricted  to 
Developmental  Disabilities  grant  funds  in  a  case  where  such 
organization-wide  audit  is  not  required. 

(19)  Purchase  of  Land  or  Buildings  -  Not  allowable. 

(20)  Rental  of  Space  -  Allowable  when  charges  are  made  in 
conformance  with  grantee  policies  and  in  the  same  manner 
that  similar  charges  are  made  to  any  account.   No  rental 
charge  may  be  made  for  space  owned  or  controlled  (managed  or 
administered)  by  the  grantee  or  by  an  affiliated 
organization,  except  that  a  charge  may  be  allowed  equivalent 
to  the  cost  of  ownership  (e.g.,  depreciation  or  use 
allowance,  taxes,  and  normal  maintenance  and  operating 
costs) .   Also,  when  a  grantee  transfers  a  facility  to  a 
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third  party  through  sale,  lease,  or  otherwise,  and  then 
leases  the  facility  back  from  that  third  party,  the  lease 
cost  which  may  be  charged  to  the  project  may  not  exceed  the 
equivalent  of  the  "cost  of  ownership". 

NOTE:      All  conference/training/project  activities 

space  must  be  accessible  for  persons  with  mobility 
and  sensory  impairments. 

(21)  Salaries  and  Wages  -  Allowable  for  time  or  effort  spent  on  a 
grant  supported  project.   No  supplementation  of  base  salary 
is  permitted;   however,  when  a  project  employee's  full-time 
base  salary  covers  a  period  less  than  12  months,  the  salary 
may  be  prorated  to  the  grant  period.   Salary  and  wage  rates 
must  be  in  conformity  with  those  permitted  by  the  grantee's 
wages  and, salary  scales  and  policies..   Requisite 
documentation  (e.g.,  time  and  attendance  records  as  required 
by  the  Federal  Cost  Principles  applicable  to  the  Grantee) 
must  be  maintained. 

The  Executive  Director  of  an  organization  cannot  be  the 
Project  Director  for  the  grant. 

(22)  Travel  -  Allowable  for  domestic  travel  when  such  travel  is 
essential  to  the  successful  conduct  of  the  project  being 
supported.   Travel  on  grant  funds  may  be  allowed  for  those 
persons  listed  in  the  application  who  are  holding  staff 
positions  at  least  50  percent  of  full  time  in  the  conduct  of 
the  project  (others  with  prior  AADD  approval) .   Prior 
approval  is  required  for  such  travel  if  the  total  required 
for  travel  exceeds  the  amount  approved  by  the  AADD.   Foreign 
travel  is  not  allowed.   Less  than  first  class  air  travel 
must  be  used  when  available.   Mileage  cost  and  expenses 
related  to  the  travel  will  be  applied  in  accordance  with  the 
grantee's  and  State's  policy.   U.S.  Government  Travel 
regulations  (GSA  Bulletin  FPMR-A40,  Supp.  20,  issued  under 
Title  I,  P.L.  99-234,  5  U.S.C.  57)  and  State  policy  must  be 
followed  when  a  grantee  has  no  established  guidelines. 

(23)  Supplies  -  Allowable. 

(24)  Tuition  and  Related  Costs  -  Allowable  with  prior  written 
approval  from  the  AADD  when  short-term  specialized  staff 
training  is  required  for  successful  implementation  of  the 
objectives  of  the  project. 

(25)  Taxes  -  Allowable  only  for  those  taxes  which  a  grantee  is 
required  to  pay  in  connection  with  employment,  services, 
travel,  renting,  or  purchasing  for  a  project. 

(26)  License  Fees  -  Allowable  on  start-up  grants  for  direct 
service  only. 

(27)  Insurance  -  Allowable  for  liability  insurance,  workers' 
compensation  insurance,  business  interruption  insurance, 


Page  31 

fire  insurance,  health  insurance,  and  insurance  against 
vandalism  and  malicious  mischief,  equipment  or  automobiles 
in  accordance  with  the  same  policies  as  are  employed  for 
non-Federally  funded  activities. 

(28)  Advertising  -  Allowable  if  specified  in  the  Request  for 
Proposal  for  initial  advertising  and  public  relations  only 
for  newspaper,  radio,  or  television  advertising  to  inform 
potential  applicants  of  the  availability  of  direct  services. 
Advertising  costs  related  to  the  objectives  of  other  types 
of  grants  are  allowable  subject  to  prior  written  approval  of 
the  AADD. 

(29)  Costs  of  Services  Provided  by  Affiliated  or  Cooperating 
Organizations  -  Costs  incurred  by  affiliated  or  cooperating, 
separately^ incorporated  agencies  and- organizations  in 
support  of  grantees  are  allowable  with  prior  AADD  approval 
for  reimbursement  by  the  grant  only  if  one  of  the  following 
conditions  exist: 

(a)  the  grantee  is  charged  for,  and  pays  for,  a  service 
provided  through  a  contract  or  sub-grant  with  the 
affiliated  or  cooperating  agency  or  organization 
specified  in  the  grant  application; 

(b)  the  affiliated  or  cooperating  agencies  or  organizations 
submit  joint  applications  and  the  award  is  made  to  them 
jointly.   In  this  case,  costs  incurred  by  either  or 
both  may  be  reimbursed  to  the  extent  otherwise 
allowable. 

(3  0)  Recruitment  Costs  -  Allowable  for  recruitment  of  full-time 
staff  if  specified  in  the  Request  for  Proposal  and  only  for 
costs  related  to  want  ads  and  other  advertising. 
Out-of-state  travel  costs  related  to  recruitment  will  be 
considered  only  when  and  if  in-State  recruitment  cannot  be 
accomp 1 i  shed . 
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ATTACHMENT  #3 


SAMPLE  WORKPLAN 


GOAL:    To  develop  a  marketing  campaign  to  persuade  major  media  outlets 
to  produce  a  PSA  and  accompanying  promotional  activities  which 
address  the  theme  of  the  impact  of  developmental  disabilities  on 
a  family  of  color. 


I.   To  develop  video  and  audio  PSAs 

A.   Establish  a  broad-based  Project  Advisory  Committee  to 
provide  input  in  all  phases  of  the  development, 
implementation,  and  evaluation  of  this  project  (10/1-10/15) 


1.   Select  the  following  representatives, 
as  mandated  by  the  RFP  guidelines: 
Primary  consumers,  family  members, 
individuals  representing  several  minority 
communities;-' individuals  experienced  in 
producing  PSAs  and/or  involved  in  the 
broadcast  media  industry,  and  individuals 
knowledgeable  in  developing  and  implementing 
marketing  plans. 


Project 
Director/ 
1  day 


2.  Send  letters  to  members  outlining  the  goals 
and  objectives  of  the  project. 

3.  Establish  meeting  dates 


4.  Send  agenda  &  meeting  notice  to  PAC  and 
AADD  2  weeks  prior  to  first  PAC  meeting 

5.  Convene  PAC  for  introductory  meeting 


B.   Identify  the  Issues  to  be  addressed  in  the 
PSAs  (10/1-10/29) 

1.  Identify  10  families  of  color  with  DD 


2.   Interview  re:  their  experiences 


Gather  data  from  town  human 
service  committees 

Compile  and  analyze  information 


5.   Share  findings  with  PAC 


Admin.  Asst./ 
. 5  days 

Pro j .  Dir./ 
.25  days 

Admin.  Asst./ 
.25  days 

Pro j .  Dir./ 
.25  days 


Pro j .  Dir./ 
.25  days 
Consultant/ 
1  day 

Consultant/ 
5  days 

Consultant/ 

1  day 

Consultant/ 

2  days 

Pro j .  Dir./ 
. 5  days 

Pro j .  Dir./ 
.25  days 
Consultant/ 
.25  days 


GOAL  (cont'd) : 


To  develop  a  marketing  campaign  to  persuade  major  media 
outlets  to  produce  a  PSA  and  accompanying  promotional 
activities  which  address  the  theme  of  the  impact  of 
developmental  disabilities  on  a  family  of  color. 


D. 


Develop  pre-production  materials  (10/30-11/19) 

1.  Develop  scripts 

2 .  Develop  storyboards  for  video  PSAs 

3.  Share  with  PAC 

Complete  on-site  &  in-studio  shooting  (11/19-1/30) 
1.   Identify  film  sites 


2 .   Shoot  video  footage 


3 .   Edit  to  final  copy 


4.   Share  with  PAC,  target  audience 


5.   Produce  final  copy 


Writer/3  d 

Illustrate 
1  day 

Proj .  Dir. 
.25  days 


Producer/ 

2  days 
Proj .  Dir, 
.25  days 

Producer/ 
10  days 
Proj .  Dir. 
5  days 

Producer/ 

3  days 
Proj.  Dir, 
1  day 

Proj .  Dir, 
. 5  days 

Producer/ 
3  days 


II.  To  develop  &  implement  accompanying  marketing  campaign, 


ATTACHMENT  #4 


RFP  FORMS  TO  BE  INCLUDED  IN  THE  APPLICATION 


Form 

#1 

Form 

#2 

Form 

#3 

Form 

#4 

Form 

#5 

Form 

#6 

Form 

#7 

Form 

#8 

Form  #9 
Form  #10 
Form  #11 

Form  #12 
Form  #13 
Form  #14 


Application  Cover  Page 

Project  Workplan  Format 

Project  Budget  Forms 

OMB  Assurances  for  Non-Construction  Programs 

Habilitation  Plan  Assurance 

Merit  System  Certification 

Certificate  of  Vote 

Certificate  of  Legal  Existence  (obtained  from 
the  Commonwealth's  Secretary  of  State's 
office) 

Financial  Interest  Disclosure 

Human  Rights  Assurances 

Certification  Regarding  Debarment, 
Suspension,  Ineligibility,  and  Voluntary 
Exclusion  —  Lower  Tier  Transactions 

Certification  Regarding  Lobbying  for  Grants, 
Loans,  and  Cooperative  Agreements 

Affirmative  Action  Plan  for  Grants  Exceeding 
$50,000 

Technical  Review  Form 


DEVELOPMENTAL  DISABILITIES  GRANT  APPLICATION 


FORM  #1 


TITLE  OF  PROJECT: 

RFP  NUMBER: 

NAME  AND  ADDRESS  OF  APPLICANT  AGENCY (S)  OR  ORGANIZATION (S) : 

NAME  AND  TITLE  OF  PROJECT  DIRECTOR: 

PHONE  NUMBER: 
FAX  NUMBER: 

NAME,  TITLE,  AND  ADDRESS  OF 
FINANCIAL  OFFICER: 

PHONE  NUMBER: 

TYPE  OF  AGENCY  OR  ORGANIZATION 

STATE            OTHER  PUBLIC 
PRIVATE  NONPROFIT 

REQUEST  SPECIAL 
"MATCHING"  RATE  FOR 
POVERTY  AREA: 
YES       NO 

PROPOSED  TERM 
OF  PROJECT: 

ANTICIPATED  STARTING  DATE: 
ANTICIPATED  ENDING  DATE: 

TOT; 
< 

GRAJ 
OTH] 

\L  FUNDING 
DF  PROJECT: 

DD  FUNDS: 

VTEE  MATCH: 

ER  SOURCES: 

Terms  and  Conditions: 

The  undersigned  accept,  as  to  any  grant  awarded,  the  obligation 
to  comply  with:   terms  and  conditions  pertinent  to  the  awarding 
programs  as  represented  in  the  Administering  Agency  for 
Developmental  Disabilities'  Conditions  of  Grant  Award,  RFP 
requirements,  AADD  Quarterly  Reporting  Requirements,  Assurances 
and  forms  as  submitted,  and  other  Federal  and  State  statutes, 
administration  policies,  procedures  and  guidelines  relative 
thereto.   The  undersigned  also  certify  that  they  have  no 
commitments  or  obligations  inconsistent  with  compliance  with  the 
above . 


Date 


Signature  and  Title  of  Responsible  Officer 


FORM  #2 


The  applicant  must  complete  a  workplan  in  the  format 
outlined  below  (see  Sample  Workplan,  Attachment  #3) 


PROJECT  WORKPLAN  FORMAT 


GOAL: 


I.    OBJECTIVE: 


A.  ACTIVITY  (beginning  and  ending  dates) : 

1.  Task  Staff/#  Days 

2 .  Task 

3 .  Task 

B.  ACTIVITY  (beginning  and  ending  dates) : 

1.  Task  Staff/#  Days 

2 .  Task 

3.  Task 

II.   OBJECTIVE: 

A.    ACTIVITY  (beginning  and  ending  dates) : 

1.  Task  Staff/#  Days 

2.  Task 

3.  Task 
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FORM  #4 


OMB  Approval   No.  03480C40 


ASSURANCES  —  NON-CONSTRUCTION  PROGRAMS 


Note:  Certain  of  these  assurances  may  not  be  applicable  to  your  project  or  program.  If  you  have  questions, 
please  contact  the  awarding  agency.  Further,  certain  Federal  awarding  agencies  may  require  applicants 
to  certify  to  additional  assurances.  If  such  is  the  case,  you  will  be  notified. 

As  the  duly  authorized  representative  of  the  applicant  I  certify  that  the  applicant: 


Has  the  legal  authority  to  apply  for  Federal 
assistance,  and  the  institutional,  managerial  and 
financial  capability  (including  funds  sufficient  to 
pay  the  non-Federal  share  of  project  costs)  to 
ensure  proper  planning,  management  and  com- 
pletion of  the  project  described  in  this  application. 

Will  give  the  awarding  agency,  the  Comptroller 
General  of  the  United  States,  and  if  appropriate, 
the  State,  through  any  authorized  representative, 
access  to  and  the  right  to  examine  all  records, 
books,  papers,  or  documents  related  to  the  award; 
and  will  establish  a  proper  accounting  system  in 
accordance  with  generally  accepted  accounting 
standards  or  agency  directives. 

Will  establish  safeguards  to  prohibit  employees 
from  using  their  positions  for  a  purpose  that 
constitutes  or  presents  the  appearance  of  personal 
or  organizational  conflict  of  interest,  or  personal 
gain. 

Will  initiate  and  complete  the  work  within  the 
applicable  time  frame  after  receipt  of  approval  of 
the  awarding  agency. 

Will  comply  with  the  Intergovernmental 
Personnel  Act  of  1970  (42  U.S.C.  §§  4728-4763) 
relating  to  prescribed  standards  for  merit  systems 
for  programs  funded  under  one  of  the  nineteen 
statutes  or  regulations  specified  in  Appendix  A  of 
OPM's  Standards  for  a  Merit  System  of  Personnel 
Administration  (5  C.F.R.  900,  Subpart  F). 

Will  comply  with  all  Federal  statutes  relating  to 
nondiscrimination.  These  include  but  are  not 
limited  to:  (a)  Title  VI  of  the  Civil  Rights  Act  of 
1964  (P.L.  88-352)  which  prohibits  discrimination 
on  the  basis  of  race,  color  or  national  origin;  (b) 
Title  IX  of  the  Education  Amendments  of  1972,  as 
amended  (20  U.S.C.  §§  1681-1683,  and  1685-1686), 
which  prohibits  discrimination  on  the  basis  of  sex; 
(c)  Section  504  of  the  Rehabilitation  Act  of  1973,  as 
amended  (29  U.S.C.  §  794),  which  prohibits  dis- 
crimination on  the  basis  of  handicaps;  (d)  the  Age 
Discrimination  Act  of  1975,  as  amended  (42 
U.S.C. §§  6101-6107),  which  prohibits  discrim- 
ination on  the  basis  of  age; 


(e)  the  Drug  Abuse  Office  and  Treatment  Act  of 
1972  (P.L.  92-255),  as  amended,  relating  to 
nondiscrimination  on  the  basis  of  drug  abuse;  (0 
the  Comprehensive  Alcohol  Abuse  and  Alcoholism 
Prevention,  Treatment  and  Rehabilitation  Act  of 
1970  (P.L.  91-616),  as  amended,  relating  to 
nondiscrimination  on  the  basis  of  alcohol  abuse  or 
alcoholism;  (g)  §§  523  and  527  of  the  Public  Health 
Service  Act  of  1912  (42  U.S.C.  290  dd-3  and  290  ee- 
3),  as  amended,  relating  to  confidentiality  of 
alcohol  and  drug  abuse  patient  records;  (h)  Title 
VIII  of  the  Civil  Rights  Act  of  1968  (42  U.S.C.  § 
3601  et  seq.),  as  amended,  relating  to  non- 
discrimination in  the  sale,  rental  or  financing  of 
housing;  (i)  any  other  nondiscrimination 
provisions  in  the  specific  statute(s)  under  which 
application  for  Federal  assistance  is  being  made; 
and  (j)  the  requirements  of  any  other 
nondiscrimination  statute(s)  which  may  apply  to 
the  application. 

7.  Will  comply,  or  has  already  complied,  with  the 
requirements  of  Titles  II  and  III  of  the  Uniform 
Relocation  Assistance  and  Real  Property 
Acquisition  Policies  Act  of  1970  (P.L.  91-646) 
which  provide  for  fair  and  equitable  treatment  of 
persons  displaced  or  whose  property  is  acquired  as 
a  result  of  Federal  or  federally  assisted  programs. 
These  requirements  apply  to  all  interests  in  real 
property  acquired  for  project  purposes  regardless 
of  Federal  participation  in  purchases. 

8.  Will  comply  with  the  provisions  of  the  Hatch  Act 
(5  U.S.C.  §§  1501-1508  and  7324-7328)  which  limit 
the  political  activities  of  employees  whose 
principal  employment  activities  are  funded  in 
whole  or  in  part  with  Federal  funds. 

9.  Will  comply,  as  applicable,  with  the  provisions  of 
the  Davis-Bacon  Act  (40  U.S.C.  §§  276a  to  276a- 
7),  the  Copeland  Act  (40  U.S.C.  §  276c  and  18 
U.S.C.  §§  874),  and  the  Contract  Work  Hours  and 
Safety  Standards  Act  (40  U.S.C.  §§  327-333). 
regarding  labor  standards  for  federally  assisted 
construction  subagreements. 


Standard  Form    J2<s8        M  88) 
Prescribed  by  OMB  Ocular   A- 102 


Authorized  for  Local  Reproduction 


10.  Will  comply,  if  .rpplicable,  with  flood  insurance 
purchase  requirements  of  Section  102(a)  of  the 
Flood  Disaster  Protection  Act  of  1973  (P.L.  93-234) 
which  requires  recipients  in  a  special  flood  hazard 
area  to  participate  in  the  program  andto  purchase 
flood  insurance  if  the  total  cost  of  insurable 
construction  and  acquisition  is  $10,000  or  more. 

11.  Will  comply  with  environmental  standards  which 
may  be  prescribed  pursuant  to  the  following:  (a) 
institution  of  environmental  quality  control 
measures  under  the  National  Environmental 
Policy  Act  of  1969  (P.L.  91-190)  and  Executive 
Order  (EO)  11514;  (b)  notification  of  violating 
facilities  pursuant  to  EO  11738;  (c)  protection  of 
wetlands  pursuant  to  EO  11990;  (d)  evaluation  of 
flood  hazards  in  floodplains  in  accordance  with  EO 
11-988;  (e)  assurance  of  project  consistency  with 
the  approved  State  management  program 
developed  under  the  Coastal  Zone  Management 
Act  of  1972  (16  U.S.C.  §§  1451  et  seq.);  (f) 
conformity  of  Federal  actions  to  State  (Clear  Air) 
Implementation  Plans  under  Section  176(c)  of  the 
Clear  Air  Act  of  1955,  as  amended  (42  U.S.C.  § 
7401  et  seq.);  (g)  protection  of  underground  sources 
of  drinking  water  under  the  Safe  Drinking  Water 
Act  of  1974,  as  amended,  (P.L.  93-523);  and  (h) 
protection  of  endangered  species  under  the 
Endangered  Species  Act  of  1973,  as  amended,  (P.L. 
93-205). 

12.  Will  comply  with  the  Wild  and  Scenic  Rivers  Act 
of  1968  (16  U.S.C.  §§  1271  et  seq.)  related  to 
protecting  components  or  potential  components  of 
the  national  wild  and  scenic  rivers  system. 


13.  Will  assist  the  awarding  agency  in  assuring 
compliance  with  Section  106  of  the  National 
Historic  Preservation  Act  of  1966,  as  amended  (16 
U.S.C.  470),  EO  11593  (identification  and 
protection  of  historic  properties),  and  the 
Archaeological  and  Historic  Preservation  Act  of 
1974  (16  U.S.C.  469a-l  et  seq.). 

14.  Will  comply  with  P.L.  93-348  regarding  the 
protection  of  human  subjects  involved  in  research, 
development,  and  related  activities  supported  by 
this  award  of  assistance. 

15.  Will  comply  with  the  Laboratory  Animal  Welfare 
Act  of  1966  (P.L.  89-544,  as  amended,  7  U.S.C. 
2131  et  seq.)  pertaining  to  the  care,  handling,  and 
treatment  of  warm  blooded  animals  held  for 
research,  teaching,  or  other  activities  supported  by 
this  award  of  assistance. 

16.  Will  comply  with  the  Lead-Based  Paint  Poisoning 
Prevention  Act  (42  U.S.C.  §§  4801  et  seq.)  which 
prohibits  the  use  of  lead  based  paint  in 
construction  or  rehabilitation  of  residence 
structures. 

17.  Will  cause  to  be  performed  the  required  financial 
and  compliance  audits  in  accordance  with  the 
Single  Audit  Act  of  1984. 

18.  Will  comply  with  all  applicable  requirements  of  all 
other  Federal  laws,  executive  orders,  regulations 
and  policies  governing  this  program. 


SIGNATURE  OF  AUTHORIZED  CERTIFYING  OFFICIAL 


TITLE 


APPLICANT  ORGANIZATION 


DATE  SUBMITTED 


SF  ^2^8     (4-88)   BaO 


Form  #5 


H.   DEVELOPMENTAL  DISABILITIES  PROJECT  GRANT 
HABILITATION  PLAN  ASSURANCE 


(Name  of  Applicant) 

HEREBY  AGREES  THAT  IT  WILL  assure  that  when  appropriate  a 
habilitation  plan  for  each  developmental ly  disabled  person  who 
receives  services  from,  or  under  the  project  grant  which  meets  the 
following  requirements  contained  in  42  USC  6011: 

(1)  The  plan  shall  be  in  writing. 

(2)  The  plan  shall  be  developed  jointly  by  (A)  a  representative 
or  representatives  of  the  program  primarily  responsible  for  delivering 
or  coordinating  the  delivery  of— services  to -the -persons  for  whom  the 
plan  is  established,   (B)  such  person,  and   (C)  where  appropriate, 
such  person's  parents  or  guardian  or  other  representative. 

(3)  Such  plan  shall  contain  a  statement  of  the  long-term 
habilitation  goals  for  the  person  and  the  intermediate  habilitation 
objectives  relating  to  the  attainment  of  such  goals.   Such  objectives 
shall  be  stated  specifically  and  in  sequence  and  shall  be  expressed  in 
behavioral  or  other  terms  that  provide  measurable  indices  of  progress. 
The  plan  shall   (A)  describe  how  the  objectives  will  be  achieved  and 
the  barriers  that  might  interfere  with  the  achievement  of  them,   (B) 
state  an  objective  criteria  and  an  evaluation  procedure  and  schedule 
for  determining  whether  such  objectives  and  goals  are  being  achieved, 
and  (C)  provide  for  a  program  coordinator  who  will  be  responsible  for 
the  implementation  of  the  plan. 

(4)  The  plan  shall  contain  a  statement  (in  readily 
understandable  form)  of  specific  habilitation  services  to  be  provided, 
shall  identify  each  agency  which  will  deliver  such  services,  shall 
describe  the  personnel  (and  their  qualifications)  necessary  for  the 
provision  of  such  services,  and  shall  specify  the  date  of  the 
initiation  of  each  service  to  be  provided  and  the  anticipated  duration 
of  each  such  service. 

(5)  The  plan  shall  specify  the  role  and  objectives  of  all 
parties  to  the  implementation  of  the  plan. 

(6)  Each  habilitation  plan  shall  be  reviewed  at  least  annually 
by  the  agency  primarily  responsible  for  the  delivery  of  services  to 
the  person  for  whom  the  plan  was  established  or  responsible  for  the 
coordination  of  the  delivery  of  services  to  such  person.   In  the 
course  of  the  review,  such  person  and  the  person's  parents  or  guardian 
or  other  representative  shall  be  given  an  opportunity  to  review  such 
plan  and  to  participate  in  its  revision. 

Dated: 


(Applicant's  mailing  address) 


(Applicant) 
By  


President,  Chairman  of  Board,  or 
comparable  authorized  official) 


Form  #6 


MERIT  SYSTEM  CERTIFICATION 

The  undersigned  official (s)  of  a  public  agency  which  is  submitting  an 
application  for  funds  available  through  the  Executive  Office  for 
Administration  and  Finance  under  the  authority  of  P.L.  100-146,  the 
Developmental  Disabilities  Assistance  and  Bill  of  Rights  Act 
Amendments  of  1987,  hereby  certifies  that  the  following  positions 
named  for  staff  to  be  employed  in  the  project,  activity,  or  service 
described  in  the  application  are  consistent  with  the  merit  and 
classification  systems  of  the  government  (state  or  local)  with  which 
the  applicant  agency  is  affiliated,  and  that  the  titles  and  salaries 
represented  are  -consistent  with  those  established  and  approved  by  the 
civil  service  and  personnel  officials  of  the  government: 

POSITION  TITLE  GRADE    APPROVED  SALARY  RANGE 


And  that  consultants  and  persons  rendering  professional  services  now 
have  or  will  qualify  for  contracts  for  service  with  the  approved  rates 
of  the  government: 

TYPE  OF  CONSULTATION  AND  NAME,  IF  KNOWN APPROVED  RATE 


DATE  SIGNATURE  AND  TITLE  OF  RESPONSIBLE  OFFICIAL 


Form  #7 


Certification  of  Vote 

With  the  application,  the  applicant  must  include  a  "Certificate 
of  Vote,"  signed  by  the  clerk/secretary  of  the  applicant's 
organization,  which  lists  the  specific  officers  who  are  authorized  to 
execute  contracts/agreements  on  behalf  of  the  applicant  agency. 


Form  #8 


Certification  of  Legal  Existence 

If  the  applicant  is  a  private  agency,  it  must  include  a 
"Certificate  of  Legal  Existence"  which  is  issued  by  the  Office  of  the 
Secretary  of  State,  Corporations  Division,  as  evidence  of  that 
agency's  private,  nonprofit  status. 


Form  #9 


FINANCIAL  INTEREST  DISCLOSURE 


The  applicant  certifies  under  the  penalties  of  perjury  that  the 
following  sets  forth  the  names  and  addresses  of  all  persons  having  a 
financial  interest  in  this  contract,  not  including,  however,  any 
person  whose  only  financial  interest  consists  of  the  holding  of  one 
percent  or  less  of  the  capital  stock  of  a  corporation  contracting  to 
provide  services,  in  accordance  with  the  provisions  of  the  General 
Laws,  Chapter  7 ,  Section  14A,  as  inserted  by  Chapter  844  of  the  Acts 
of  1963: 


NAME  ADDRESS 


The  undersigned  is  authorized  to  make  these  assurances  on  behalf  of 
the  applicant  and  assures  compliance  by  his/her  signature. 

Legal  Name  of  Applicant: 


Name  and  Title  of  Responsible  Officer: 


Signature  of  Responsible  Officer: 

Date 


Form  #10 


HUMAN  RIGHTS  ASSURANCES 


will  comply  with  the  policy 

of  the  Developmental  Disabilities  Program  for  the  protection  of 
persons  participating  in  projects  or  activities  supported  by 
grants  and  contracts  from  the  Department  of  Health  and  Human 
Services  (DHHS) .   This  compliance  will  include  a  review  by  the 
applicant  agency  and/or  their  human  rights  committee  to  safeguard 
the  rights  and  welfare  of  persons  participating  in  the  project, 

as  applicable.   The  application  for  DD  grant  # 

was  submitted  by  this  agency/organization  on  behalf  of 

,  who  will  be  responsible  for 

informing  all  staff  of  the  conditions  of  this  assurance.   An 
initial  review  of  the  aforementioned  application  indicated  the 
following: 

A.    In  the  opinion  of  this  agency/organization,  the  risks  to  the 
rights  and  welfare  of  individuals  affected  by  this  project 
are: 


B.    The  applicant  states  that  the  following  safeguards  against 
these  risks  have  been  provided: 


In  the  opinion  of  the  applicant,  the  potential  benefits  of 
this  project  to  participants  and/or  to  humanity  outweigh  any 
probable  risk: 


D.    In  the  opinion  of  the  applicant,  the  following  informed 
consent  procedures  will  be  adequate  and  appropriate: 


E.    In  the  opinion  of  the  applicant,  the  following  privacy  and 

confidentiality  procedures  will  be  adequate  and  appropriate: 


The  applicant  agrees  to  develop  and  implement  a  mechanism 
for  the  continuing  exchange  of  information  and  advice 
between  the  project  director  and  the  project's  human  rights 
committee,  particularly  concerning  proposed  changes  in 
project  activity  or  design  which  might  affect  the  persons 
participating  in  the  project.   This  communication  will  be 
implemented  as  follows: 


G.    Minutes  will  be  kept  of  all  human  rights  committee  meetings 
and  submitted  to  the  AADD:  

H.    The  names,  occupations,  or  titles  of  the  members  of  the 
committee  are  as  follows: 


NAME  OCCUPATION/TITLE  DEGREE/CERT. 

Assurances  are  further  provided  that: 

a.  After  careful  review  of  project  activities,  it  was  determined 
that  no  persons  or  human  rights  risks  are  involved  for  which  a 
human  rights  committee  is  necessary. 

b.  If  no  human  rights  committee  is  necessary,  that  notification  of 
project  changes  affecting  human  rights  of  project  participants 
will  be  reported  to  the  AADD. 

c.  A  human  rights  committee  will  be  convened  and  minutes  submitted 
to  the  AADD  within  thirty  days  after  grant  award. 


EXECUTIVE  DIRECTOR  DATE 


FORM  #11 


CERTIFICATION  REGARDING  DEBARMENT,  SUSPENSION,  INELIGIBILITY, 
AND  VOLUNTARY  EXCLUSION — LOWER  TIER  TRANSACTIONS 


1.  The  prospective/lower  tier  participant  certifies,  by  submission 
of  this  proposal/receipt  of  this  award,  that  neither  it  nor  its 
principals  is  presently  debarred,  suspended,  proposed  for 
debarment,  declared  ineligible,  or  voluntarily  excluded  from 
participation  in  this  transaction  by  any  Federal  department  or 
agency. 

2.  Where  the  prospective/lower  tier  participant  is  unable  to  certify 
to  any  of  the  statements  in  this  certification,  such  prospective/ 
participant  shall  attach  an  explanation  to  this  proposal. 

The  prospective  lower  tier  participant  further  agrees  by 
submitting  this  proposal  that  it  will  include  this  clause  entitled 
"Certification  Regarding  Debarment,  Suspension,  Ineligibility,  and 
Voluntary  Exclusion  —  Lower  Tier  Covered  Transactions,"  without 
modification  in  all  lower  tier  covered  transactions  and  in  all 
solicitations  for  lower  tier  covered  transactions. 


Date  Signature 


FORM  #12 


CERTIFICATION  REGARDING  LOBBYING  FOR  GRANTS, 
LOANS,  AND  COOPERATIVE  AGREEMENTS 

The  undersigned  certifies,  to  the  best  of  his  or  her  knowledge  and 
belief  that: 

1.  No  federal  appropriated  funds  have  been  paid  or  will  be  paid,  by 
or  on  behalf  of  the  undersigned,  to  any  person  for  influencing  or 
attempting  to  influence  an  officer  or  employee  of  an  agency,  a 
Member  of  Congress,  an  officer  or  employee  of  Congress  or  an 
employee  of  a  Member  of  Congress  in  connection  with  the  awarding 
of  any  Federal  contract,  the  making  of  any  Federal  grant,  the 
making  of  any  Federal  loan,  the  entering  into  of  any  cooperative 

— agreement,  -the  extension,  continuation,  renewal,  amendment,  or 
modification  of  any  Federal  contract,  grant,  loan,  or  cooperative 
agreement. 

2.  If  any  funds  other  than  Federal  appropriated  funds  have  been  paid 
or  will  be  paid  to  any  person  for  influencing  or  attempting  to 
influence  an  officer  or  employee  of  the  Congress  or  an  employee 
of  a  Member  of  Congress  in  connection  with  this  Federal  contract, 
grant,  loan,  or  cooperative  agreement,  the  undersigned  shall 
complete  Standard  Form  LLL,  "Disclosure  Form  to  Report  Lobbying" 
in  accordance  with  its  instructions. 

3.  The  undersigned  shall  reguire  that  the  language  of  this 
certification  be  included  in  the  award  documents  for  all 
subawards  at  all  tiers  (including  subcontracts,  subgrants,  and 
contracts  under  grants,  loans,  and  cooperative  agreements)  and 
that  all  subrecipients  shall  certify  and  disclose  accordingly. 

This  certification  is  a  material  representation  of  fact  upon  which 
reliance  was  placed  when  this  transaction  was  made  or  entered  into. 
Submission  of  this  certification  is  a  prerequisite  for  making  or 
entering  into  this  transaction  imposed  by  31  U.S.C.  1352.   Any  person 
who  fails  to  file  the  required  certification  shall  be  subject  to  a 
civil  penalty  of  not  less  than  $10,000  and  not  more  than  $100,000  for 
each  such  failure. 


Date  Signature  of  Applicant 


FORM  #13 


Affirmative  Action  Plan  for  Grants  Exceeding  $50,000 

Federal  law  requires  that  the  grantee  shall  not  discriminate 
against  any  qualified  applicant  for  employment  because  of  race, 
national  origin,  ancestry,  sex,  color,  age,  marital  status,  military 
status,  status  as  a  Vietnam  era  veteran,  and  mental,  physical  and/or 
emotional  disability.   The  grantee  agrees  to  comply  with  all  Federal 
and  State  statutes,  rules,  regulations,  executive  orders,  and 
administrative  procedures  prohibiting  discrimination  in  employment. 

The  grantee  shall  demonstrate  that  positive  action  will  be 
implemented  within  the  context  of  the  existing  law  to  ensure  equitable 
participation  in  the  project  of  people  with  disabilities,  minorities, 
women  and  Vietnam-era  veterans  in  all  employment  practices.   The 
grantee  shall  demonstrate  that  a  major  effort  will  be  made  to  employ 
qualified  persons  with  disabilities. 

All  grantee  organizations  receiving  over  $50,000  are  required  to 
make  a  good  faith  effort  to  subcontract  with  minority  businesses  for 
the  purchase  of  certain  goods  and  services  included  in  the  subsidiary 
accounts  listed  in  the  Minority  Business  Enterprise  Purchasing  Program 
(MBEPP) ,  as  well  as  its  employment  objectives,  when  appropriate  and 
feasible. 

All  organizations  applying  for  more  than  $50,000  in  DD  funds  must 
submit  an  organizational  Affirmative  Action  Plan  which  shows  a  work 
force  analysis  of  its  current  work  force  for  the  project  receiving  DD 
funds.   The  grantee  should  actively  implement  an  equal  opportunity 
policy  and  act  affirmatively  to  provide  such  opportunity. 


My  organization's  affirmative  action  plan  is  attached  to  this 
document,  and  it  will  comply  with  the  conditions  set  herein. 


Date  Signature  of  Applicant 


FORM  #14 


DATE:  RFP  # 

APPLICANT: 


RFP  APPLICATION  CHECKLIST 


INCLUDED 
(Check  Here) 

1. 

Cover  Sheet  (Form  #1) 

2. 

Table  of  Contents 

3. 

Program  Proposal  Section 

a.   Narrative 

b.   Workplan  (Form  #2) 

4. 

Cost  Proposal 

a.   Proposed  Budget  (Form  #3) 

b.   Budget  Justification 

5. 

Applicant's  Qualifications 

a.   Agency  Experience 

b.   Personnel  Qualifications  (resumes) 

6. 

Three  year  audit  history 

7. 

OMB  Assurances  for  Non-Construction  (Form  #4) 

8. 

Habilitation  Plan  Assurance  (Form  #5) 

9. 

Merit  System  Certification  (Form  #6) 

10. 

Certificate  of  Vote  (Form  #7) 

11. 

Certificate  of  Legal  Existence  (Form  #8) 

12. 

Financial  Interest  Disclosure  (Form  #9) 

13. 

Human  Rights  Assurances  (Form  #10) 

14. 

Certification  Regarding  Debarment,  Suspension. . 

, . (Form  #11) 

15.  Certification  Regarding  Lobbying  for  Grants  (Form  #12) 


16.  Affirmative  Action  Plan  for  Grants  over  $50,000  (Form  #13) 

17.  ORIGINAL  APPLICATION  AND  SIX  COPIES 


(The  applicant  should  complete  this  checklist  and  attach  it 
to  the  cover  of  the  original  application) 


